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ABSTRACT 

This handbook is intended primarily to help 
postseoondary institutions administer the major federal student 
financial aid programs: Basic Educational Opportunity Grants (BEGG) , , 
Supplemental Educational Opportunity Grants (SEOG), College 
Work-Study (CWS) , National Direct Student Loans (NDSL) , Guaraateed 
Student Loans (GSL) ^ Health Education Assistance Loans^ and 'State 
Student Incentive Grants .(SSIG) . It may .also be used as a rererence 
document by other persons and organizations working to expand 
postsecondary opportunities for students. It should be used as an 
adjunct to the requirements provided in the authorizing statutes" and 
the applicable program regulations. (A list cf &11 current progra^m 
regulations is appended.) General provisions of th'e programs are 
described and common elements of campus-based programs are' discussed. 
Also included are: Determination of i;iigibllity Index, M978-79 ^and 
1979-80 (reserved); Validation^ 1978-79 and 1979-80 (reserved);' 
administrative standards (reserved) ; institutional eligibility 
(reserved); terms of agreement; a student affidavit;. a progress 
report; Student Validation Roster; explanation of figures on payment' 
schedule; a list of regional administrators for student financial 
assistance; a directory of SSIG officials; sources of information on 
GSL; a Self-Evaluation Worksheet ChecRlist; Necessary Documents" 
(reserved); special terras, and conditions for SSIG; a sample.SSIG 
roster; and PISL Application' (OE Form 1154). (LBH) 
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DISCRIMINATION. PRt)HI BITHD - No person -in 
the United States shaiL on the ground of race, color or 
national origin, be excluded tVoni participation .in. he 
denied the benefits ot", or be subjecccd to discriniina-, 
tion under any program or activity receiving la-deral 
financial assistance, or be so treated on the basis of sex 
under most education programs or activities receiving 
.Federal assistance. 
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Chapter 1 




Intraduction 



L ^ PurfDose^of 'the Hapdbook 

This hatidbook is inten(|ed primarily to help 
postsecondary institutions administer the six Federal 
student financial aid programs'. Basic ^Educational Op- 
portunity Grants (BEOG), Supplemehfstr Educational 
Opportunity Grants (SEOOT, /College vWork-Study 
(CWS), National Direct' StU^nt Lo^s (NDSL), 
Guaranteed Student Loans (QSL), and State Student 
Incentive Grants (SSIG).'It ,may ako be used as ^ 
reference, document by otWer persons and organiza- 
tions \vorking to expand postsecondary edujcational 
opportunitfes for students. i'\ 

The handbook should* b^ us^d as an^adjunct to the 
requirements provided in the authorizing statutes and , 
the applicable program rdj^ulations. (A list of all cur- 
rent pro^rdm regulations appears fn i^p-^ndix A>. The^ 
statutes and the regulations are the riefri\itive and 
'authoritative statement of an institution's respon-^ 
sibilities in administering these'programs. Any regula- 
tions which become effective after the publication date 
will sirpersede the handbook when there is a conflict- 
ing statement. The handbook is intended to illustrate 
and' exgi^in the regulatory' requirements in order to 
help the institutional aid administrators implement 
them. We hope that you will find it a useful reference 
that mil irpprbve your administration of the programs. 



II, Scope of Programs 

9 . ... 

The Office of Ed*ucation ^ministers the six major 
student financial aid programs which ar^ authorized 
under Title IV of the^ Higher Education Act of 1965 
and its amendmerits: the Basic Educational Oppor- 
tunity Grant (BiEOG), Supplemental^ Educational Op- 
portpnity Grant (SEOG), College Work-Study (CWS), 
National Direct Stiident Loan (NDSL), State Student 
Incentive Grant (SSIG), and Guatanteed Student 
Loan^dSL)- programs. During the 1978-79 award 
period these programs will assist an estimated 3 
million students at more than-9,000 participating in- 
^itutions of postsecondary education. The total com- 
pensation to students, including State or institutional 
matching shares and NDSL collections, will be about 
$4.2 billion. A chart of the estimated program activity 
in .1978-79 follows: , " ' 
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Program 


Estimated Xumbt 
of Tie^^^nrs 


tr Estimated Total 
Compensation 


Basic Educational 
Opportunity Grant 


2,398,000, 


$2,140,000,000 


State ^tudent 
Incentive Orant 


255,000 


$63,750,000 


* • 

Suppleni^ntal Educational 
Opportunity Grant 


464,000 


$270,000,000 


College Work-Study 


7%, 000 


$435,000,000 • 


National pirect 
Student'Loan . p 


853,000 


$310,500,000* 


Guaranteed Student Loan 


984,dl50 


$1,648,000,000 



•Federal Capital Coniribution 



III. BSFA Organization 

In his March 8, 1977 announcement of HEWs 
reorganization, Secretary Joseph Califanp established 
the new Biu:eau of Student Fmancial Assistance (BS FA). 
This reorganization established two hew^burcaus: The 
Bureau of Student Financial Assistance (BSFA) and 
the Bureau of Higher and Continuing Education 
(BHCE). The Bureau of Postsecondary Education' was 
abolisWfed. 

Under the reorganization, the. three campus-based 
programs (Supplemental Education Opportunity 
Grapt [SEOG], National Dirjpct Student Loan 
(NDSL], and the College Work-Study [CWS]), the 
Basic Educational Opportunity Grant IBEOG] 
program, and the State Student Incentive Grant 
[ S^G] program were transferred from the old Bureau 
of Postsecondary Education to BSFA. 

The Guaranteed Student Loan Program (GSL), for- 
merly under the Oflfi^ of Management, was also made 
a part of the new Bureau. 

A new program of insured loans for students in the 
medical professions, Health Education Assi^ance 
Loans (HEXL), has. been added^ to BSFA. TJiis 
program was established under the Health Professions ' 
Education Assistance Act. of 1976. 

Under th^ new organizational structure, there are 
seven divisions organized by function rather than by 
program, althoiigh the Division of Policy and Program 
Development and ^the^ Division of Program Operations 



have branches relating to specific programs ad- 
niinis|ered by the Bureau. In addition to the seven 
divisions, there are uwee executive assistants, an 
Office of Regional "Uaicon, the Executive Staff, and 
the ten regional offices. The seven divisions and their 
functions are listed below: 

Division of Policy and Program Development is 
responsible for planning short- and iong-ierm issues, 
coordinating and planning legislative initiatives, *and 
directing the development of funding requirements. 
This division directs the development of program 
policy. 

Division of Certification and' Program Review 
develops and disseminates standards for institu- 
tional certification and operating procedures for in- 
ternal program reviews. This division resolves audit 
ej;ceptions and initiates the use of limit, suspend, 
^ and terminate actions. It also develops procedures 
and monitors, activity related to the validation of stu- 
dent-reported data and provides direction to the 
regional offices on certification and program review 
aaivities.' 

Division of Program Operationf processes institu- 
tional fund/requests, issues award documents and 
authorizations to institutions, reconciles fund ex- 
penditures and, under the GSI .pays interestl3illingr> 
and insurance preipiums, pays death and disability 
claims and teacher- cancellations, and provides 
regional office direction on program operation ac- 
tivities. ^ . 

Division of Quality Assurance prepares reports for 
management and planning purposes. This division 
determines the impact of Bureau programs by 



analyzing statistical trends and 'program charac- 
teristics and, based on these analyses, recommends 
. Appropriate , changes in policy or operating pro- 
cedures. It also determines tbe types of studies, tests, 
and other measurements to assess 'the effectiveness 
of BSFA programs. 

Divisian of Systems Design and Development 
designs and develops automated systems for 

• BSFA programs and directs systems implementa- 
tion arj^d monitors systems contracts. 

Division of Training and Dissemination determines 
and provides training for, institutional financial aid 
staffs and Federal regional and central office staffs. 
This division also develops, and disseminates 
program ^materials sych as brochures and progrtmi 
manuals, and -provides direction to the regional 
office staff on training and dissemination efforts. 

Division' of Compliance develops standards and 
procedures for and conducts compliance and in- 
vestigat' ve reviews with field staff It is the Bureau's 
link with HEW's Inspector General and the Depart- 
ment of Justice. It also provides direction to the 

• regional offices on compliance and investig'ative 
w Iters. " 

The Bureau's regional offices are responsible'for all 
field activities within the respective region including 
institution program reviews, certification and 'com- 
pliance', exanfination of loan claims and collections, 
reviw of institutional funding requests, operation of 
regional data systems, and dissemination of informa- 
tion to institution?, students, and the general public. 
The Regional Administrator ffeix)rts directly to the 
Deputy Commissioner for BSFA, 
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CJiapter 2 

Geheral Provisions 



The eligibilUy requirements for the five U.S. Office 
of Education programs (BEOG, SEOG, NDSL, CWS, 
and,GSL)are essentially the same: A student must be a 
U.S. Gitizen or permanent resident, enrolled at least 
hiafftim ; in an eligible progxam at an eligible instilu-' 
tion^ Requirements unique to each program will be 
found in the appropriate chapter. 

I. Crtizenship 

Since these programs are considered domestic assis-" 
tance programs, they are available only to citizens, na- 
tioqals or permanent residents of the United States, 
citizens of the Northern Mariana Islands, permanent 
residents of .the Trust Territory of the Pacific Islands,^ 
or those wKo are in this country for othei: than a tem- 
porary purpose. Students who are in this countryonTl 
or F2 student visas are, by definition, in t^is*country 
for a temporary purpose, and-therefore are not eligi- 
ble. The definitions of other "than a temporary j)ur- 
pose" are given below. 

Non-citizens with permanent resident status in the 
U.S. wi'd hold either form 1-151 or form 1-551, which 
are '*AlK»n Registration Receipt Cards."" These stu- 
dents re eligible. 

According to the Immigration and Naturalization 
Service, (INS) an alien who wishes to apply for perma- 
nent resident status must meet one of four require- 
ments: 

1) He or^she must be married to a citizen. 

2) He or she must be married to a lawful permanent , 
resident. 

3) He or she must be a close relative of a citizen or 
•permanent resident. 

4) He or she m*ust have a definite job offer. 

Approximately three months after a non-immigrant 
applies for permanent resident status, an approval 
notice is sent from the Immigrationjind Naturalization 
Service stating whether or not he or she has been f^und 
to meet one of the four requirements. Non-immigrants 
are considered to be m the U.S. forpfnore than a tem- 
porary purpose and intending to become a permanent 
resident only if/they can furnish an approval notice 
statinpthat they meet one of the above four conditions. 
^ Either the 1-171 or the I-464A is an appropriate ap- 
proval Notice 10 apply for permanent^ jesidence. Be- 



cause of new INS procedures, the I-i71 orI-464Amay 
not be provided. In these cases, the_.|ipplicant should 
have INS endorse his or her 1-94 (Arrival -Departure 
Form), indicating *'employment authorized** and "ad- 
justment applitani.'* This endorsement fulfills the 
same requirement j^s an approval notice. 

Refugees or injfmigrants who are admitted to the 
United States for humanitarian reasons are eligible for 
Federal studefrTrinaricial aid. In these cases, the appli- 
cant's 1-94 nfiust be endorsed "Conditional Entrant 
Status" or "Indefinite Parole." Southeast Asian refugees 
Wio were admitted to the United States since 1975 are 
eligible. In addition, applicants who have been granted 
asylum and have been ) iven voluntary departure for a 
period of one year afe eligible. 

h. Half-Time status 

For students at schools witli standard academic 
terms, the minimum Federal requirement for half-time 
status is 6 credit hours per semester^sr quarter. 

For students at schools which measure progress in 
terms of clock hours, the minimum Federal require- 
ment is 12 clock hours per (Cfeek, 

.It should be noted, however, that according to 
regulations, the half-time determination is based pri- 
marily upon the number of hours the school requires, 
as long as- the Federal minimum is met. 

Thus, if a school requires at4east 18 clock hours per 
weejc for half-time status, a student attending only 12 
hours per week would not be considered half-time at 
that school. 

It should also be noted that correspondence students 
can only be considered as half-time, and to qualify as 
half-time their course work must require a minimum of 
12 hours per week. 



III. .Eligible Institutions 

The general requirements fgr institutional eligibility 
Are the same for all Office of Education financial aid 
programs. The institution must be legally authorized 
within a State or jurisdiction to provide a program 
beyond secondary school. For purposes of participa- 



tion in the Basic Grant, campus based, and Guaran- 
teed Student Loan programs, the eligible jarisdictions 
are the 50 States, the District of Columbia, Guam, 
Puerto Rice, the U.S. Virgin Islands, American 
Samoa, the Trust Territory of the Pacific Islands and the 
Northern Mariana Islands (as'used in this* 
handbook", the term "State;' includes all jurisdictions 
unless otherwise indicated). Foreign schools that are 
comparable to U.S. schools can be eligible only for 
^GSL.<and only with respect to U.S. Nationals. 
' A. Public and nor, -profit private schools must either 
be accredited by a recognized accrediting organiza- 
tion, determined by the Commissioner as attempting 
to meet accreditation standards, or be aole to pro- 
vide letters from three accredited institutions stating 
they will accept credits from the ^applicant schqol. 
B. Proprietary. schools must be accredited by a'na- 
' tionally recogr\ized accrediting agency, and must 
have been in e.xlst^Ge for at least two years. 

In addition to these general and specific require- 
ments, there are several other conditions which must b<; 
met before a student can receive funds from any 
Federal student financial aid program. All students 
who received Federal financial aid must have on file 
an affidavit of educational purpose, must be making 
satisfactory progress in an eligible course of study, and 
must not be in default on an NDSL or GSL or owe a 
refund on Title IV grants at the institution ^which they 
attend. Each of these requiremrnts'is described below. 

-TV 

IV. /Student Affidavit 

Every student who receives funds through cne or 
more of the five Federal student aid programs must file 
5n affidavit stating that all funds received through 
these programs will be used solely-for educational or 
educationally related purposes. The affidavit also 
affirms that the student does.not owe a repayment on a 
Basic Grant, a Supplemental Grant, or a State Stu- 
dent Incentive Grant received at the school he/she is at- 
tending, and that he/she is not in default on a National 
Direct Student' Loan or a Guaranteed Student Lx)an 
received for study at the school he/she is attending. 

Finally, the affidavit states that the student is aware 
that to continue receiving assistance he/she must main-* 
tain satisfactory progress. Complete information on 
filing the official student affidavit is contained on the 
form itself, a facsimile of which can be found in Ap- 
pendix B-II of this handbook. 



V. Satisfactory Progress 

Section 132 of the Education Amendments of 1976 
states that a student shall be entitled to receive Federal 

ERJC : 



student assistance only //''that student is maintaining 
satisfactory progress in the course'of study he is pursu- 
ing, according to the standards and practices of the in- 
siirution...". 

. Because each school has its own philosophy regard- 
ing evaluation and continuation of students! the Office 
of Education does not dictate precise standards t\)r 
"satisfactory progress.'' Howeyer, the statute requires 
that the institution have some standards. An institution 
lacking any standards would be precluded from mak- 
ing any payments to students under Title IV prograrns 
since it would have no means of measurement tor 
making the determination required by the statute. 

Each institution must therefore establish standards 
for academic progress. Standards and practices regard- 
ing satisfactory academic progress must be in writing 
' and must be applied consistently to ali Federal finan- 
cial aid recipients. These aid recipients must be made 
aware of the policy. 



VI. Student Defaults and Student- 
Owed Refunds 

Payment of Title IV funds (BEOG, SEOG, NDSL, 
CWS, GSL, SSIG) may not be made to a student 
who has defaulted on a GSL or NDSL' at his or her 
school, unless he/she has made satisfactoiy repayment 
arrangements. If the student has defaulted on a GSL or 
NDSL at a different school, he/she would remain eligible 
at the current school. 

If a student has received a Basic Grant overaward, he 
or she would not be eligible to receive further Title IV 
funds until the overawardMs repaid in full unless the 
overaward can be eliminated by adjusting subsequent 

^ Basic Grant payments N^ithin the award period. If an 
overaward was due to uistitutional error, the student may 

" continue to receive payments if he/she agrees in writing 
to repay the overaward. 

If an SEOG overa^vaird is made, the student can . 
receive further payments if the overaward can be elimi-* 
nated by adjusting subsequent "financial aid payments 
(other than Basic Grants) within the award period. 

VII. Student Information 
Requirements 

The law now authorizes an administrative cost 
allo\viince for all of the five Federal financial aid 
programs. However; funds for. this allowance for par- 
ticipation in the BEOG arid GSL programs- will not be 
available- unless they are apprppriated by Congress. 




Provisions of the Education Amendments of 1976 re- 
quire that each postsecondary institution whicli 
receives an administrative cost allowance because of 
participation in any of the five Federal financial aid 
programs must make the following student aid informa- 
tion available to any enrolled or prospective^ student who 
requests such information: 

1) what student tlnancial aid programs- are. availa- 
ble througn the institution; 

2) how student aid is distributed among students at . 
that institution; 

3) how. .to apply for the student a's^tstance 
programs and what standards are used to deter- 
mine eligibility; 

4) the criteria used at the institution to determine 
whether a student is maintaining satisfactory 

J academic progress and the procedures by whfch 
a student who has failed to maintain such 
*j progress may re-establish eligibility for Federal 

student financial" aid; ^ 
» 5) the rights and responsibilities of studtaits receiv- 
ing fin?' .ial assistance; 

6) the n.wans by which financial aid will be dis- 
bursed and the frequency of disbursments; 

7) \. ^ terms of and schedules for repaymentof stu- 
dent ioans; 

8) the terms and conditions of any employment 
which is part of the financial aid package; 

9) the cost of at^pding the institution; 

10) the refund policy of the institution; 

1 1) the academic programs available at the institu- 
tion and the 'faculty and facilities available for 
those programs; 

12) data regarding retention of student? at the in- 
stitution; ^ 

J 3) the namber or percentage of students compl^t- 
*^ ing each program if such data-is available; and 
14) where and from whom information on student 
as.sistance at the institution may be obtained. 

The law also requires that someone be available at 
.the school on a full-time basis to assist students in ob- 
/taining information on financial aid. This may be one 
full-time employee. or several people assigned so that 
one of them is always available to students. Existing 
personnel may satisfy this requirement v/hich may be 
waived if the school can show that there is insufficient de- 
mand to warrant a fulUime employee. 
* Any administrative allowance from a Title IV program 
which is received by the institution must be used first to 
carry out these student information requirements. Any 
remaining fund^ must be used for other costs of ad- 
ministering the Title IV programs. 



VIIL Disclosure of Student 
Information to Federal Officials 

The purpose of the General Education Provisions 
Act of 1974, as amended by the Family Educational 
Rights, and Privacy Act of 1974 (the "Buckley Amend*- 
ment"), is to provide privacy safeguards to students and 
families by setting up guidelines for the disqlosure of 
education records and personally identifiable infor- 
mation. 

On June 17, 1976, the Department o Health, 
' Education and Welfare issued.regulations ii^iplement- 
ing the provisions of this Act. Althoug i aid officers 
and other school officials should be familiar with a!! 
parts of these important regulations, two sections are 
especially imjportant to the conduct oV business be- 
tween schools and the Bureau of Sfudent 'Financial 
Assistance. ' 

Paragraph 99.31 specifies ilvai no written consent is 
required from a student or parent for the disclosure of 
information to a party which is the source of or ad- 
ministers the financial aid for which a student has ap- 
plied or has received. 

Paragraph 99.35 covers the disclosure of student in- 
formation to Federal and State officials for Federal 
program purposes, and states that nothing in the 
.General Education Provisions Act itself or in its imple- 
menting regulations **shall preclude authorized repre- 
sentatives of officials listed in paragraph 99.31 (a)(6) 
[among the listed officials are the Secretary of Health, 
Education and Welfare, . the Commissioner of Educa- 
tion and the Assistant Secretary for Education! from 
having access to student and other records which may 
be necessary in connection with the audit and evalua-. 
tion of Federally supported education programs, or in 
compliance with the Federal legal requirements which 
relate to these programs.'' 

The next paragraph goes on to say that the Federal 
official who collects the information is responsible for 
safeguarding its privacy and is rea^nsible for destroy- 
ing personally identifiable data when it is ho longer 
needed. * 

On occasion, financial ajd officers and other school 
officials conscious of their responsibilities for 
safeguarding student information have been reluctant 
to provide USOE program officials with personally 
^ identifiable information on a student or students, on 
the assumption that Federal regulations did not perfnil 
them to release that information. 

However, iht sections quoted above make it clear 
that supplying such information is permissil?le, and ' 
that responsibility for safeguarding the privacy of the 
information the,n passes to the requesting official. 
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IX/ Certification Process 

The Education Amendments of 1976 substantially 
changed the authority for granting institutions participat- 
ing in the Basic Education Opportunity. Grant 
(BEOG), College* Work-Study (CWS), Supplemental 
Educational Opportunity Grant (SEOG), and National 
Direct Student Loan (NDSL) programs. In the past, 
administrative and fiscal standards relating to initial 
participation have been prescribed only for institutions 
participating in the Guaranteed Student Loan (GSI 
program. Eligibility to participate in the of' 
programs came automatically from the basic eligi 
determinations by the Office of Education's Divisio 
Eligibility and' Agency Evaluation (DEAE). 

Under the new certification process, the granting/^of 
basic eligibility by DEAE will permit an institutil^ri to 
apply .for participation under a Title lY.prbgtam ad- 
nijinistered by. the Bureau of Student Financiar Assis- 
tance (BSFA). Institutions wishing to participate in the 
GSL program must* tl^ri subniit data relevant tq their fi- 
nancial stability and administrative capability to 
BSFA's Institutional and Lender Certification Branch, 
Rb3-3, 400 Maryland Avenue^ S.W., Washington, 
D,C 20202, for analysis and approval. This procedure 
will apply tc existing participants as ^^^ell as new in- 
stitutions. 

In each of the next three years, approximately one- 
third of the participating schools will be requested to 
submit financial statements end other data relevant to 
a determination about their fiscal and administrative 
capability to administer Title IV student assistance 
programs. Upon certification, an institution will be 
issued a new Agreement. The certificaiinn will be re- 
peated every three years for each participating institu- 
tion. The certification rdview of currently participating 
institutions will begin in the fall of 1978. 



X. New Combined Terms 
Of Agreement 



The Bureau of Student Financial Assistance (BSFA) 
has sent a new Combiried Terms of Agreement to each 
institution participating in the Basic Educational Op- 
portunity Grant (BE6G), Supplemental Educational 
'Opportunity Grant (SEOG), Guaranteed Student 
Loan (GSL), National Direct Student Loan (NDSL), 
and College Work-Study (CWS) programs. The new 
Agreement replaces the individual program agree- 
ments vyhich are now required and will be effective un- 
til the institution (1) is recertified, (2) uridergoe^a 
change of control or (3) until the Commissioner or the 
. institution terminates the Agreement under a program 
regulation or under the Limitation, Suspension, or 
Termination regulations. 

The new Combined Terms of Agreement is designed 



to fulfill the following objectives: 
Limit the content of the Agreement to those items 
either required by statute or essential in an agree- 
ment Ipetween the Commissioner and a participating 
institution. 

. Combine as many items as possible under common 

headings applicable to all programs. 
. Limit the length of the Agreement, where feasible, by 
general references to regulations rather than includ- 
^^inf lengthy statements of program requirements. 

strative burden on institutions and 
M Education (OE) by simplifying the 
cess ^or those institutions participni 
ioan one BSFA program. 
\i> oi J ane 1 , 1978, the Institution and Lender ( « 
tification Branch will be responsible for all general 
agreements for participation in programs administered 
by BSFA. . 

Institutions wishing to continue participation in the 
programs covered by the Agreement will be requested 
to return signed copies of the new Agreenient to the 
Bureau of Student Financial^sistance, Division of 
Certification and Program Review, Institutioii and 
Lender Certification Branch, R03-3, 400 Maryland 
Avenue, S.W., Washington, D.C. 20202. 

The Agreements become effective when received 
and signed by the Chief of the Institution and Lender 
Certification Branch. Any school which did not receive 
a new Agreement on or before June 15, 1978 should 
contact that Branch. 

Appendix B-I contains a facsimile of the new Terms 
of Agreement. 



XL Limitation, Suspension or 
Termination (LST) Proceedings 

Institutions are responsible for administering 
Federal student aid programs in accordance with the 
law and applicable regulations. Those institutions 
which fail to comply with the law or regulations may be 
subject to limitation, suspension, or termination of 
eligibility (LST). The basis for an LST action is a 
failure to comply with any provision of Title IV of the 
Higher Education Act of 1965, or any regulations, 
special arrangements, agreements, or limitations 
prescribed under that title. 

It is the desire of the Office of, Education to reso 
questions of an institution's compliance with the law 
informal means whenever possible. The LST pfo 
cedures are therefore intended to reinforce, not 
replace, informal efforts to obtain conipliance. WHen 
there is reason to believe thdt an institution is in viola- 
tion of the law. the Office'of Education will first b/ing 
the matter to the attention of the institution. The in- 
stitution will b^ given an opportunity to respond to the 
complaint or to prevent its recurrence. It should be 
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noted that the Commissioner may begin LST pro- 
cedures during this ''informal compliance period*' if 
he/she^ believes it is necessary. 

A formal LST procedure begins when a notice of in. 
tent to limit, suspend, or terminate is sent to the in- 
stitution by certified mail. The institution is given a 
certain amount of time to respond, usually fifteen 
days. If there is no response, a second notice is sent by 
certified mail. This notice is final and there are no 
further administrative appeals possible. If the institu- 
tioji does respond, it must either submit additional 
material, ask for a meeting, or ask for a hearing. After 
the evidence. presented is considered, the final (Ux-ision 
will be mailed promptly. 

Limitation of an institution's eligibility ii ^aiu ^ 
the U.S. Office of Education has set special condiiK -.L. 
which the institution must meet in order to be eligible 
for any or all Title IV programs. The limitation cannot 
be jremoved for at least one ,year. After a year has 
elapsed, the institution may request in writing the 
-removal of limitation.^The requestmust also show that 
the violations on which the limitation was based have 
been corrected. The Commissioner of Education must, 
within 60 days, either grant the request, deny it, or 
grant it subject to other limitations. 

Suspef^sion is the removal of an institution's 
eligibility for any or all TitlelV programs for a period 
of time which may noi exceed 60 days unless a formal 
limitation or termination proceeding is begun, or 
unless the institution and the Office of Education agree 
to an extension. Suspension actions are used only to 
induce an institution to correct a program violation 
within a short period of time. 

Termination is the unqualified removal of an in- 
stitution's eligibility for any or all Title IV programs. ^ 
The termination cannot be removed for at least 18 
months. Aft:er 1 8. months have elapsed, the institution 
may apply for reinstatement in essentially thie sam^ 
manner as described above for removal of limitation. 

As part of any LST action, the O^ice of Education 
may require an institution to remedy a violation. The 
corrective action may involve payment of funds to OE 
or other recipients, for example, or making refunds to 
students under Title IV regulations. 

Emergency Action is an immediate suspension of 
eligibility for any or all Title IV programs. The susperu 
sion may not last more than 30 days, unless a formal 
LST procedure is started. If the formal procedure is 
started, the emergency action may then be extended 
until the effective date of the LST action. If an LST ac- 
tion is begun, the institution may request an oppor- 
tunity to show that the emergency action is unwar- 
ranted. 

The due process requirements for an emergency ac- 
tion are mininial in order to allow OE to move quickly 
in order to protect itself from the imminent risk of 
substantial loss of Federal funds. The designated OE 
official begins the emergency action by notifying the 
offending institution by certified mail of the action 



and the basis on which it is taken. The suspension be- 
comes effective on the date the institution receives the 
notice. The OE official who authorizes the emergency 
action must: 

1) Receive information which he/she believes to be re- 
liable. It must show that an institution is in viola- 
tion of applicable laws, regulations, special ar- 
rangements, agreements, or limitations. This in- 
formation should be documented. 

2) Determine that such action is necessary to pre- 
vent the likelihood of substantial loss of funds to 
the Federal government or to the students at the 
insntution. 

hat the 'likelihood of loss outweighs 
|Mii(ance of following the normal LST pro- 



XI I. standards for IflstiiutiQ 

Audits, Records, Financial 
Responsibility, Administrative 
Capability, Regunds to Students, " 
and Misrepresentation 

Section 497A of the Higher Education Act of 1965, 
as amended by Section 133 of the Education Amend- 
ments of 1976, authorizes the Commissioner of 
Education to prescribe such regulations as may be 
necessary to provide for: 

A. A fiscal audit of an eligible institution with 
regard to any funds obtained by it under Title IV 
programs or obtained from a student who has a loan 
guaranteed or insured under Title lY- 

B. the establishment of reasonable standards of fi- 
nancial responsibility and appropriate institutional 
capability for the proper administration of Title IV 
student financial aid programs. 

C. The establishment of policies and procedures by 
eligible institutions under the Guaranteed Student 
Loan program for notifying the lender of the last 
known address of the borrower no later than 60 days 
after he/she has terminated enrollment at that in- 
stitution. 

D. The limitation, suspension, or termination of the 
eligibility of an otherwise eligible institution to par- 
ticipate in Title IV programs, because of failure to 
carry^ out any statutory or regulatory provision 
unde!( Title IV. 

The statute also provides that the Commissioner 
may limit, suspend, or terminate an institution's par- 
ticipation in Title IV programs upon a determination 
that that institution has engaged in substantial 
misrepresentation of the nature of its educational 
program, it? financial charges, or the employability of. 
its graduates. 



The statute directs the Commissioner to issue a 
^comprehensive revision of the regulations previously 
prescribed for Section 438 of the Act - which dealt with 
many of the matters covered in the new Section 497A, 
but only with respect to the Guaranteed Student Loan 
•program in Section 438 - in order to make such regula- 
tions applicable to all Title IV programs, to the extent 
possible. Until the publication of the new regulations, 
those regulations previously issued under Section 438 
with respect to the Guarantee;,d Student Loam program 
»remairi in force. 

The Office of Education has developed regulations 
on all the above topics Xexi:ept for the limitation, 
suspension, aiki termination procedures, which'were 
published as a final regulation on DecemHt-r 23, 
1977), and published them. as a Notice I 
Rule Making (NP.RM) on August '^^ . 
tunicy for public comment was pro\ • le. 

The Notice of Proposed Rulemaking ^^-^ i .,de 
proposed regulations on institutional retuiid ^AUicies. 
Rather, the Commissioner solicited public comment 
on the subject in the Preamble of the NPRM. 



X!!!. Determination of Stlident- 
Owed Refunds andvAppoitionment of ' 
Student-Owed Refunds Among 
Original Funding 

A different type of refund is the repayment that a stu-** 
dent owes to an institution of a portion of financial aid 
funds disbursed to the student for educational pur- 
poses, when the student does not complete the period 
of study for which funds were advanced. Institutional 
policies for the determination of such refun^ls vary sig- 
nificantly, but .no matter how a student-owed refund is 
calculated, when a refund is made by the student to the 
institution, the refund must be apportioned. among the 
original funding sources. The fiscal and administrative 
standards regulations published, on August 10, 1978 in- 
clude a formula for making such apportionments. At this, 
point we want to alert all handbook users that final 
regulations are being developed. 

Further information regarding refunds and repay- 
ments under the Basic Grant program may be found in 
Chapter III, Section B. 
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Chapter^ \. 



\ Basic Grant Program 



Section A - Highlightis of the 
New Basic Grant 
Regulations 

■< 

The Basic Grant regulations to be issued in the fall 
iOf 1^78 contain a number of new procedures and 
definitions, as well as elaborations of existing regula^ 
tion&.Thcsection-below>1>rie%-mentidnsthe mo 
nificant changes. Note that schools may follow current 
procedures unjii the new regulations are issued in final 
form. 

• The term *'award peripd" replaces "academic year" 
to describe the period of time from July -1 to June 30 

• of the* next year. ' . 

• "Academic year'' replaces "school year." It refers to 
the amount bf academic work for wMch a student 
must enroll in order to receive a full Basic Grant 
award. ' 

• *Tayment period" has been redefined in its applica- 
tion to clock hour schools. It refers to half the num- 
ber of hours a student can be expected to complete 

r during the academic jear and\-within the award 
period. Thus, payment of Basic Grant awards' at 
clock hour schools will now be keyed, to work ac- 
tually completed, not to time passed. 

. The definition of "Institution of Higher Education" 
now'allows eligible public and noa-profit schools to 
admit as regular students not only high school grad- 
uates '^but also persons who are beyond the age 6f 
compulsory attendance in the State in which the 
school is Idpated, and who have riie ability to benefit 
from the institution's training. 

• Minimum length for program eligibility at proprie- 
tary schools , is 600 clock hours, 16 semester or tri- 
mester hours, or '» 4 quarter hours. 

• Minimum length for progranri eligibility at public or 
non-profit schools is 24 semester or trimjester hours, 
36 quarter hours, o>900 clock hours. 

• If a school becomes eligible, it may pay a student 
only for the payment , period' in which it becomes 
eligible, and riot retroactively for the whole year, as 
was permitted .under the old, policy. 

If a school becomes ineligible, it may pay the student ; 
only to the end of the payment period in which it 
loses its eligibility. 



• If an incarcerated student lives in a halfway house 
' and receives less than half his/her room and board 

from the incarceration facility, the student receives 
the same* cost of education allowance as a student 
who- is not incarcerated. The financial aid officer 
, rnakes the determination of whether the incarcera- 
tion facility provides more than hklf the . student's 
room and' board expenses'. 

• A student who re-establishes satisfactory progress 
^before the.end of a payment period may be paid 

- retroactively for the payment period. However, if the 
re-establishment does not occur until after the end of 
the payment period, no, retroactive payment can be 
made. • > 

• The definition of "satisfactoryprogress" is left to the 
, school. However,' the school must have a definition 

of some kind, since otherwise it would have no 
means of measurement for making the determina- 
tion required by the. statute. » 

• Students wiio receive overpayments as a result of '».n 
error, in completing" an application or changing an 
SER.cannot receive any ftirther Title" IV money until 
the overpayment is returned.' Students who receive 
overpayments as a result of institutional error inay 
continue to rece^ive Basic Grant payments, if they 
acjknowledge the overpayment in writing and agree 
to repay it it} a.reasonable time. "Reasonable time" 
is determined by the financial aid dfficer^ 

The Office of Education has discardedvthe<ormula 
proposed last year for calculatkig the portion of a 
grant disbursement considered an overpayment 
which should be repaid by the student who termi- 
nates hi^ or her education before the end of a pay- 
ment period. Instead, a procedure is proposed which 
gives the school discretion in determining the por- 
tion of a 9ash disburse^nent it considers " unused" as 
of the student's withdrawal data. The "unused" 
amount would then be returned to the Basic Grant 

; account,' or proportionately distributed back into 
each Title IV program involved. 

. If a student has defaulted on an NDSL or GSL for 
study at a school, th§ school may still pay that stu- 
dent a Basic Grant award if it determines that the 
student has made satisfactory repayment arrange- 
ments, v; " 

• If a student does not pick up his or her Basic Grant . 
check at the assigned time, the school must hold it IS 
days beyond the last day of the student's enrollment 



for that award period. If' the student still has not 
pickeu it up, he or she forfeits it and'the school may 
credit the student *s account for any amounts th.e stu- 
(itnt owes for thatjiwar/' ^•'^riod 
If a school pays a 3ttidci\- tlirectly, it may pay no 
earlier than ten days before liie fir.t day of classe^. 
If a school credits a stude ?'s account, it may do so 
no earlier than three weeks before- the first day of 
classes. ^ 
Following srubmission of a fmaL report of expen- 
diture of funds, schools must keep records •fof' five 
years rather then the previously required three years. 
ADS schools must sign a written agreement in order 
to participate in the program. • , ^ 

RDS schools must have their Basic -Grant accounts 
and transactions audited at least once every iwo 
years. (This is consistent 'vljith campus-hasexl re- 
quirements). 



Siection B - Calculation of/ 
Basffc Grant Awards 



I. uomputation 

" * An institution must follow four separate steps' in 
computing awards for both full and part-time students: 

. Determine the Student's Enrollment Status 

. Calculate the Cost of Attendance " 

. Determine the Scheduled Award 

. Compute the Expected Disbursement 



how many hours of preparation their course work're- 
quires. c» * 



« A. Determine the Student's Enrollirieht 
Status 

, In the Basic Grant program,.a student's enrollment 
statuf* * defined as either full-time, three-quartfer time, 
or half-time. A full-time student is defined as one tak- 
ing a minimum of 12 semjester or quarter hours at in- 
stitutions with standard academic terms or a minimunnh- 
of 24 clock, hours per week at institutions which 
measure progress in terms Q^f clock hours. Similarlj;, 
• the minimum requirements for three-quarter time 
status are 9 semester or quarter hours or 18 clock 
hours per week. F^ov half-time students, the minimums 
are 6 semester or quarter hours o*r 12 clock hours per 
week. A student must be at least half-time to receive an 
award, and must be classified in one of these three 
enrollment categories. 

-A correspondence student's course of study must re- 
quire at least 12 hours of preparation per week in 
order for him 9r her to qualify as a half-time student. 
Regulatibns also state that correspondence students 
cannot be considered more than half-time, jio maUer 



y-q u a r t e r 



It should also be noted that the full-, half-, or three - 
time determination is pri- 
marily based upon the number of h*()urs required hy.tlie 
institution, as long as the institutional requirements 
meet the minimums above. Thi«^ means that if, for ex- 
ample, an institution requires at least 36 clock hours 
per week for fulUlime enrollment status, a stpdent at 
that institution who is attending only 24 clock hours 
per week would not be considered full-time. Further- 
more, the institution must determine thJe definitions of 
three-quar^er and half-time status based on the full- 
time requirements. 

t 

B. Calculate the C ost \.'^mhI:j 

— The -cost^of ^attendance :used to determine Basic 
Grant awards is always the cost for a full academic 
--year,-^--^-^--^-^. . ^ ^ 

The Basic Grant regulations specifically state that 
the following items are to be included in determining a', 
stufipnt's cost of attendance for purposes of calculating 
the amount of the Basic Grant award. The institution 
may- not consider any other costs for purposes of Basic 
Grants. ' • . * . 

The items which are included in costs of attendance 
are: 

•^i) iuiiion and fees; 
2) living expenses; 



3) miscellaneous expenses. 



- 1 . Tuition and Eces- 
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The actual amount of tuition and fees the student is 
charg^ by the institution will be included with the- 
, following provisions: 

a. For three-quarter or half-time students, the tui- 
tion and fees, normally charged to full-time sti/- 
dents for a full school year should be used. At in- 
stitutions wh.ich charge on .a per-hour basis, the 
costs for fult-time students must be computed 
based'On the actual number of hoUrs taken, but 
the^costs.for part-time students may be a standard 
figure based on the typical hours taken by full- 
time students at that school. Note that tuition costsr 
2ive'always based on the standard number of terms 
during the academic year, regardless of whether 
the student enrolls in a summer session. 

b. The tuition charge may include any additional 
amount charged to "out-of-State'' and/or *'out-of- 
district'' students. 

c. The tuition charge may include any costs of 
field trips (within the United'Sjates) which .are re- 
quired for all students taking a particular course 
of study //r/?e5e' costs are normally included in tui- 
tion charges. 

1 ( ; 



d. ^Any costs associated with student travel to and 
from his or her residence and the 'institution are 
not permitted to be included in tuition charges nor 
may institutions include ia tuition charges costs * 
associated with student travel to and/or from 
hlsVher residence and the institution. 

. e. Fees which are included in cost of attendance 
must be those charged to all students (i.e., activity 
fees'); a// students within a certain class of study 
(i.e.; laboratory fees); or those fees required of a 

, certain class of students (i.e., oul-of-State fees). 

f. All students are to be given the appropriate 
allowance for. books, supplies and miscellaneous 
expenses as described below,, regardless of the ac- 

• tual amount paid for the itenls. 'Tuition and fees'' 
sbnui'-i M.// ;p. i. IIS- ifnoura . !.:'r/; hy the 
y -' ; i. ioj f/w ./.o, supplies, or specialized equip- 
ment such as hair dressing'kits or musical instru- 
ments, even if they are required by the institution. 

g. The amount of tuition and fees may never be ' 
Xeduced because the student is receiving other 

foTms oT student^fin^^ aid which heij^^to cover 
these costs. 

h. Tuition and fees used in the cost of attendance 

miaynof exceed the tuition and fees charged for an 

academic year.. In cases' where a student is 

charged an amount of tuition and fees to cover a 

period of study greateir than an academic year, the 

amodnt must be prorated asjollows: 

• • ' • (k 

tuitionf and fees X clock or credit hours in 

academic year 

clock or credit hours in 

\ program 



2. Room and Board Expenses 

The cQSt of attendance for all students except those 
who are incarcerated and those enrolled in correspon- 
dence study (see below) includes an allowance for 
room and board expenses. The amount used must be: 

a. For students who contract for room and board*' 
with the institution, the actual amount charged by 
the institution; or 

b. For students who contract for room facilities 
with the institution but who pay their own food 
costs, the actual amount charged by the institution 
for room plus an allowance of $625 for board; or 

c. For students who contract for board costs with 
the institution but who pay their own room ex- 
penses or live at honle, the actual amount charged 
by the institution forV)ard plus an allowance of 
$475 for room; or *' . 

d. For students who do not contract for room or 
board with th^ institution, an allowance of $1 100 
for living expenses; or 

e. For students who contract for room and/or 
board with the institution for less than seven days 



per week, a daily rate can be calculated, bas4id on 
the standard allcAvances, for those days not 
'Covered by the contract and added to that cost^ 
already covered. 

3. Miscellaneous Expenses 

The cost of attendance for all students, except incar- 
cerated students and students enrolled in correspon- 
dence study (see below), must include a $400 
allowance for books, supplies and miscellaneous ex- 
penses, f 

With a' few specific exceptions^ all students will 
a minimum cost of Httenil'U' ^ti .vfv>h.. . 

f ^ 'ses ^.,iu > ; , v.iouks, supplies, and 
miscellaneous allowance). Students who are attending 
tuition-free institutions with no on-campus living 
facilities are still provided the* $1500 minimum 
allowance.*These allowances are the same for both full 
and part-time students. , : ^ 

? . ■ . V 

C. Special Circumstances 

Since ^Jasic Grants is an entitlement program, it is 
important that all students' costs are determined in the 
same manner. While the rules listed above cover the 
majority of students and institutions, there are a few 
instances where it is necessary to make further 
clarifications. Listed below are some situations which 
require special treatment and/or interpretation: 



!• Study by correspondence 

Student^ who are -taking courses by correspon- 
dence cail-^only have the actual tuition and fees 
charged by the institution for an acaidemic year con- 
sidered in ^determining their cost of .attendance. 
Unless the'course of study, includes a required resi- 
dential segment, no room and board allowances 
would be included. , ■ ' ^ 

If there is a required period of residential training, 
the cost of attendance for such training would be 
based on the. actual cost. If 'the student is not. con- 
tracting with the institution for room and board, 
the allowable room and board expenses described in 
Section B-2 would apply. These costs would then be 
pro-rated in the same ratio as the period of residen- 
tial training is to 8 months. 

2. Incarcerated Students. 

* In determining the costs of attendance for incar- 
cerated Students, the only items which can be con- 
sidered are the full-timertuilion and fees charged by 
the institution for an academic year plus an 
allowance of $150 for books and supplies. No room 



and board allowance i^^-provided for incar9erated 
students. v 

New regulations, allo,^,a room and board 
allowance 'to be used in determining the costs of at- 
tendance of those incarcerated students for whom 
less than one-half of room and board expenses are 
provided. In most cases, these^tudenls will be Jiving 
in halfway houses or participating work-release; 
programs. . ' / ' 

3. Fraternity and Sorority Houses 

t 

' ' ^*^i|f; <r. lusuiuiion tor rovjm and buaid (such as 
home students living in fraternity or sorority houses)^ 
are given the $1 100 off-campus living allowance. 

For students who live in fraternities or sororities 
and do contract with the institution for this room and 
board, the actual co^t charged by the institution 
^P_PJt}.be ysedjn de^^^^ of attendance. 



The cost of attendance for students who are study- 
ing abroad while remaining an eligible student at the 
eligible institution may not exceed the'costsof atten- 
dance at the eligible institution. 



5, Consortium Arrangements ^ 

The home ^ipstitution uses the actual amount 
charged to the student at the other institution(s) 
when determining a student's cost of attendance 
when he/she is enrolled at a consortium institution. 



6. Co-op Program K 

If a student is in a term of co-op employment, the 
cost of attendance to be used for determining the 
amount of his or her Basic Grant for that term 
should be the tuition and fees for a co-op term pro- 
jected over a school ^ear^lus room, board and 
miscellaneous expenses, l^r example, if a student 
will spend one quarter on co-op wheie he or she is 
charged S50 ^ees and no tuition, that $50 is pro- 
jected over 3 quarters (an academic year) anci added 
to room, board and miscellaneous expense 
allowances, i.e., $150.4- $1100 + $400 = $1650. 

7. Variable Tuition Rates 

Full-time students enrolled at institutio)ns which 
have a per-credit hour tuition charge will have their 
tutition and fees determined based upon a projec- 
tion of their current enrollment over an entire 
^ academic year. 

For example, if a student enroll^ fall semester for 
12 credits and is charged $10 per credit hoi*r, the 
tuition cost for the semester is $120. Projected over 



2 semesters (an academic year) the tuition and fees/ 
equal S240.^hat amount is added to room, board 
and miscellaneous expense allowances lo determine 
thT^ident's av^'ard for fall semester. If in spring 
semesber, the same student enrolls for 15 credits at' 
$10 per credit houi, his. or her tuition" and fees for 
spring semester would be $150. Projected over 2 
semesters, /the tuition t'^'i fees equal Sf^OO, Tb 
Basic Grapt paymc in^ tncstc v' 

■"'is'ed "::)(>n '/vn'<t . . ■ .-s^^ ^' ■ - 

'ic > \C^i^ V \|- ii^jc alio. , 

i'oi paii-iinie ;>iildciils the cost of tuition and fees 
I would be ."based upon the cost for a typical full-time 
student at that institution., i.e. a typical full-time stu- 
dent takes 15 credits per semester. A part-time stu- 
dent's cost of attendance at that school is $300 plus 
room, board and miscellaneous expense allowance. 

8. Student Enrolled in a Military Academy 

Students enrolled in one'^f the four U.S. military 
servite a^^^ corisidered to have any 

costs df attendance, and therefpre may not receive 
Basic Grant awards. 

9. TheStudenI Will Xttend IVIore Than One 
Academic Yenr During an Award Period 

An institution may define its own academic year. 
For. schools using standard academic terms, an 
academic year is the period of time in whioh a full- 
time student is expected to complete the equivalent 
of two semesters, two trimesters or thr^^e qiiartprs 

For 9lock hour schools, a full academic year must 
be at least 900 hours long. Eligible programs be- 
tween 600 and 899 hours long are considered less 
than a full academic year long. 

In some cases, a student may attend more than an 
academic year within an award period. Since the 
student may not- receive more than, one academic 
year's entitlement during an award period, there 
may be a portion of the student's attendance for 
which no Basic Grant can be paid. 



D. Detes mine the Schjeduled Award 

The Scheduled Award is the amount that a full-time 
student enrolled for a. full academic year is entitled to 
receive for a given year, It is determined by taking 
three element;* Into account: the eligibility index taken 
from the 1978-79 Student Eligibility Report, the total 
allowable cost o£ attendance derived in Section B 
above, and the 1978-79 Payment Schedule. The 
scheduled award can be located'qn the full-time Pay- 
ment Schedule and should be entered in Bqx 4, Sec- 
tion 4^f the SER. ' ' 

This step must be included in the computation of all 



students' aWards. 

The Scheduled Av^ardjs a? 
in the processing of institufi' m 
in keeping track of the U)!a \o 
dent. 



■Ht clement u^ed 

■ >gr? . I • ts and 
; < .n stu- 



The Payment- Schedule and rfie two part-time Djv ' 
. bursemenr Schedules are the^ charts' which list 
Eligibility Index numbers across the top and'costs of 
attendance down the side. By following the correct'line 
and column on the appropriate schedule the institution 
can deternilne the apprapriate scheduled awa[d or ex^^ 
pected dfsbui^ement. In /dpveloping the annual' Pay- 
ment Schedule, tjie Office of<Education estimates the 
totar derianu ^ot Basic Grants for the appropriate .. 
' award p^riocj, ti'^'ng into accouk sucH factors as^stu- 
,dent enirollment by iricome, inst^tional charges, and 
the appropriate formula for determining the^§tu,dem;s 
eligibility index> . * 

The result of analyzing this data permits the Office, 
of Education to develop estimate of the total de- ' 
^mand which-can then be compar^ to th^ amount o'f 
' available fui|ds. Once the award levels for the full-time 
Payment Schedule are •'developed, the Disbursement 
Schedules for half-tinje and three-qu%r'ter-time stu- ' 
dents a^e derived by taking.half and' three quarters* of 
the awards at each level orTOst aijd eligibility index. 
. When usingy/the Payment and Disbursement 
Schedules,. it 'is ^mpdrtant to' remember that the ' 
Schedules show both' the cost of attendance 'and the 
eligibility inde.X in intervals of 50. Th^ award is based 
on the m.id-point, and some students' awards may e;c- 
ceed one-half cost by a few^ dollars. This.is acceptablfe - 
and no 'adjustment should be made from the amount 
shown on. the Payment or Disbursement Schedule to 
account far the one-half cost provision^ \ 

Payment a'nd Disbursement,Schedules to be used for ' 
.the 1978-79 academic year have been distributed to ' 
the financial aid offices afall jnstitutions which are 
participating in the Basic Grant Program. For an ex- 
planation of the method used to arrive at the figures on 
the Payment Schedule, see Appendix C. ^ ^ 



E. Compute the Expected Di$bursemen,t 

, For full-time students enrolled for a full academic 
year, the expected disbursement will be the same as the 
Scheduled Award. That amoujit should therefore be 
entered in Box,4, Section A of the SER, 

1. Clock hour schools 

•• * > 
Note that schools will not have to use the clock hour 
computation method described below until the New 
Basictirant regulations are issued in final form. ' 



For clock hour schools, the method of computing 

• the c . . cted disbursement is different from the one 

^ ' ' 78. The i! w 111(1 nd eliminates the use of 
^' ur Disbur* 't dules as well as the 
:omput Mi ij. > enrollment ^status 
ougli the nc Disbursement 

Scheuuif wtii uot be used, luc student must still be at 
least half-time' during th'e payment period in oVder^for 
payment to be made. *A wards are calculated using a 
; simplified formula which embodies two important 
.revisions ip the New Basic Grant regulations. }. 

The first is that a school now will define th^ length of 
its academic year to^be t^i^ number of clock hours the 
student must^omplete to receive a, Scheduled .\ward, 

• that* is, an equivalent of 2 semesters, 2 trimesters or 3 
^^fy^^^^ fulj-time attendance. The definition of 
'Wdemic^^'yeac no longer has to be the same as the 
ajndunt of wofk the student will be' expected tt) com- 
plete in a 12 month period, as was thfe former defmi- 
^^"• ^f --School year.'^However, an academic year 

' mtKt be a minimum of 900 clock hours. ^ 
' The second revision' is that '^payment pei:,iod'' is 
defined as half the number of hours the student ean- be 
expected to^ complete within an award pi^rioj. 
single exception to ihis definition occurs when the stu- 
debt will complete, more th^n an academic year'^ worth 
of hours within an award period. Computation pro- 
cedures for tliis situation are discussed at filie end of 
this section). , ' 

Disbursement is now keyed to' work to be com- 
pleted, rather than to time passed. To calculate the dis- 
bursement for a payment period, use the following fw- 
mu4a: ^ " ^ 



FiH -tim.e X clock 'hours = Disbursement' 
..^^^-'^^ inpayment, * f or payyftient- 
^ period * period ^ 



Basic Grant 



ii^ cli>ck hours in 
A academic year 
(900 ^ 



\ 



minimum) 

Thus, if a student enrolls in a program for which the 
academic year is defined as 1000 hoiirs, and he/she 
can be expected to cpmplete 480 hours before the July 
1 dividing line betweSh a>yard periods,^he/she would 
receive one disbursement upon 'enrollment, and a se- 
cond disburseqi^nt upon completion of the 240th hour. 
' Assuming a eligibility dnddx and an over-$3200 
cost of educafion, his/her first disbursement would be 
calculated as follo-ws: $1600 x' 240 

,1000 

At the^240th hour,^a second calculation would be 
made for the.^second disbursement. If the student has 
progressed on schedule, that calculation would be 
identical to the one 'above. . ^ ' 

Howfever, if the student* has fallen behinS, and 
reaches the 240th hour later than originally expected, 
the numerator in the formula would change to» reflect 
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ffie reduced n , - ^er of hours the student could now be 
expected toe letc ^ythe end of the award period. If 
that number c get^ ) 200, for example, the disburse- 
ment for the nd , payment period would be com- 
puted as f611o\v. SU^bo X 200 = $320 

1000 

If after he/she receives the second disbursement, the 
student falls behind by another 40 hours before the eniJ 
of*the award period, no recalculation isvnecessary. In^ 
stead, the student would receive' no further disburse- 
ments until he/she reached the 2Qpth hour. At that point, 
the 'first disbursement for the 1979-80 award ^riod 
would be made. The student would havqpthen completed 
480 hours, and would^have 520 more to go; Therefore, 
each paymeint period would be 260 hours long, and the 
calculations would be made exactly as before. 

If, after receiving the second disbursement, the stu- 
dent in thi^ example increases his/her 'attendance ^nd 
reaches me 200th hour before end of the award 
period, a third disbursement can be made. 

Noles^at if less than 3 months of an academic year 
occur within an award period, only one disbursement 
nebd be made. 

]^ote also that .the denominator in:the formi5la-irLu§t 
always be at least 900. Thus, if a zero-index student 
enrolls in a 600 hour program with^^n over-$3200 cost 
of attendance, the award for the first payment period 
would be calculated as follows: 

$!600 X 300 = $533 ' ' 

900 

If the second payment period falls within the same 
award^period, the second calculation would be idfenti- 
cal to the first. The student in this^ exambje would 
receive k total award of $1066 (or 600/ 900^ of $1600). 

If a student expects to complet^. more thBn .an 
academic year's worth of hours within an award 
• period, a payment period would be. considered half the 
houirs in an academic year, not fialf the hours the stu- 
deiff expects to complete. ^ 

Fcr example, a School defines its academic year as 
900 clock hours, but tl student expects to* coipplete 
1200j[ouj:^,b€;jween July^l and June 30. Assuming a 
**0^' eligibility index and an over - $3200 Qost of atten- 
dance, the first disbursement- is-calculated as follows: 

$1600 X.450 =«r^00 
900 ^ 

When, the student completes the 450th hour, the se- 
cond disbursement is made, ^f the student is' on 
Schedule and will complete another 450 hours before 
the end of the a war c| period, the second calculation 
will be identicalrta the first. 

At>fhe completioij-'of the 90pth hour; the student 
would have received his or her. full entijlenient, and 
wdufd receive no further payments for hv:urs com- 



pleted'^'in the 1978-79 award period. The student 
would resume receiving ^)ayments foi work done 

beginning 'July 1.'' " , I 

i » >{•. * 

In computing disbursements, therd^ire a number of 
cases where the btudent's expected disbursement will 
be dilfferent from the Scheduled Award. These 
differences will occur when: 

(1) The student is enrolled on less than a full-time 
* basis. 

(2) The student is enrolled for less than a full 
academic year (e.g., second semester only)! 

(3) The student's course of study is less th^n an 
academic year inS length. 

(4) A summer'school term spans award periods. , 

(5) The student transfers from a school with a low 
cost of attendance to a school with a high cost of 
ai^endance. 

The following sections discuss each of theise condi- 
tion^ in detail. , ' ' 

21 'The student is enrolled on less than a full- 
time basis. 

As described in Section B oflhis chapter, a fujl-time 
student is one who is enrolled for a min;mum>of 1'2 
semester or quarter hours or 24 hours per week; a 
three-quarter time student is one who is enrolled for,9 
semester or quarter hour? or 18 clock hours per week, 
and a half-time student is one who is enrolled for 6 
semester or quarter hqurs or 1 2 clock hours per week. 

The normal computation procedure for students in 
clock hour schools covers both fiill and part-time stu- 
dents. The material in this section^^therefore, applies only 
to schools which meas^ure progress by standard academic 
terms. 

To determine the expected disbursement for three- 
quarter or half-time student's, the institution follows a 
procedure similar to the one used to determine the 
Scheduled Award; Using the eligibility jndex 
from the 1978-79 SER and the full-tiftre cost of^ten- 

' dai]ce calculated in Section B, look up the student's 
award on the Three-Quarter Time or Half-Time Dis- 
bursement Schedule, whichever is appropriate^ It is im- 
portant that the cprrec\^schedule be used, since institu- 
tion^ afie responsible for errors* in awards which result 
from using the wrong schedule. « , 

If the student is expected to be enrolled at the same 
• status far a full academic year, and the academic year 

. does not overlap award periods,, the a^nount taken 
from the Disburiement Schedule will also be the ex- 
-pected disbursement, and should be entered-on Box 4, 

. Section 4, of the SER. Please note that this is the max- 
imum a student may receive during a normal academic 
year if hfe or^'she does not ichange eniollment statusr 
However, if the student. continues attendance at that 
status for more than an academic year within an award 



pepod, his or her award will exceed the expected dis- 
^bursement. * 
^ A student who h^as received a full-time Basic Grant 
award for both semesters or all three quarters during , 
an^academic year has used up his entitlement for that 
academic year. However, .if the student was not full- 
time^ for one or all of the terms, he or she has not used a 
full year's entitlement. 



which give schools greater flexibility in disbursing 
summer term awards. In general, if a Student's enroll- 
ment in the summer term overlaps two award periods, 
. the school may disburse the award from the student-s 
entitlement for 1978-79 or for 1979-80, providing. the 
student does not exceed his or her entitlement in either 
award period. (See Ba^ic Grant to , be regulations 
published in the^-fall of 1978 for tiirther 'discussion). 



3. The student is enrolled for less than a full 
academic year. 

If a student is enrolled for a portion of an academic* 
year during an award period, e.g., one semester, the 
Basic Grant will be calculated on the basis of the st^a- 
dent's attendance for^a^ull academic year, but wili be^ 
redjuced in the same proportion as the length of time 
which he or she enrolled in the award period bears to 
the length of time of the academic year. 

For example, a student who enrolls for the second 
semester of a - t\\^-semester"^aca"de 
receive one-half of the award he or shfe would have 
received had he or she enrolled for both semesters. 
§ Another example of this vould be Vstudent who 
transfers into a 900 cloqk hour program after 250 
hours of the program have elapsed. This student would 
receive only 650/900of the award from the payment or 
Disbursement Schedule. 




4. The studerifs course of study is less than 
full academic year in length. 

Most of these cases will involve students who enroll 
at clock hour schools fqr'rf^ course of study which is less 
than th^ ^00'4iour minimum hength for an academic 
year. No extra steps are ngpessary when computing the 
award, since proration is^ built into the standard com- 
putation procedure. 

. If a student enrolls in a course of study less than a 
''full academic year long at a school with standard terms 

and credits, the expected disbursement would be 

reduced as follows: 



Expected Dis- No. of terms in 
bursement x Program 

No. of terms in 

Academic 

Year 



Reduced Expected 
Disbursement 



5. The Term Spans Award Periods 
«5 f 



Since th^ procedure for computmg awards at clock 
hour schools routinely takes into account the' July 1 
dividing line between award periods, no special steps 
are necessary. The following inforr^atidn applies ohly . ^ 
to schools with standar(i academic 'terms using credit 
bours. 

The new Basic Grant regulations contain guidelines 



6. The student transfers from a school with a 

low cost of attendance to a school w ith a high 

cost of attendance. ^ 

> "\ • 

If a stude'ht with a^^zero eligibility index attends 
school A anci receives $406 for the first semester (half 
of the $812 Scheduled Award for a $1600 - $1649 cost 
of attendance), he o;- she has received half the entitle- 
ment for year. 

If the student then transfers to school B for the se- 
..cond: semester^and-r^ceives. a - $706 award (half the 
Scheduled Awafd for a cost of attendance from 
$2800-$2849) he or she has us^ed the second half of e^i- 
titlement for the year and is not eligible for any further 
payments until July 1 — even though he or sjie h^s not 
received the highest Scheduled Award. ^ 

It should also be pointed out that Basic Gratit regula- 
■tions do not require the aid officer to 
check on the amount of Basic Grant awards students 
may have received at schools they transferred ^from. 
However, if the aid officer has documentation that 
payment of the Expected Disbursement would cause a 
student to exceed his or her entitlement, the officer 
must adjust the award accordingly. . * 



- - ^ '^a:nple Cases 

CASE 1: A student with an eiirjlbility index of 300 
enrolls full-time in a -uiiiversity with a 
two-setnester academic year. For the year, 
•his tuition and fees are $718, his room is 
$699, and his board is $.760. ^ . 
*CASE 2: A student with an eligibility index of 300 
enrolls three-quarter time (10 credits) in.a 
ir *^ college where all students taking over 9 
credits are charged full-time tuition. The 
academic year consists' of three quarters, 
but the student has enrolled for only the 
last two. For a full academic year, the 
\ charges are $850 for tuition and fees, $625 
for room, and $750 for board. 

GASE 3: A student with an eligibility index of 300 
enj-olljs half-time (7 credits) int a school 
where the normal full-time course load is 
• ^< 14 credits. The academic year is t^vQf- 
semesters, and^the charge per credit is $3 1 . 
Tiie tuition allowance vould therefore' be 
$31 X 14 credit^ x 2 semesters x $868. The 
student iives off-campus, so the standard 
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^ allowanpes for roofn board, books, sup- 

plies, and miscellaneouti expenses would 
be used. ^ 

CASE 4: A student with an eligibility index of 125 
enroUs in a 900 hour program at a business 
collfege-. The tuition and fees for thp 
program ^re $2i00. AH students live off 
campus, so the standard allowances fo; 
room , and board would be used. The 
scjjool wi^rmake two disbursements, s_o 
each parent period is 450 hours long. . 

CASE 5: A student with an eligibility mdex^of 0 . 

enrolls in an 1800 hour course at a school 
of beauty culture. The school defines its 
academic year as 900 hours. The tuition 
and fees firthis course are $2200. There is 
also a charge for a beauty kit, for uniforms 
, and for beauty supplies.JNote. that- these. 
charges may not be considered part^of the 
tuition and fees. These Charges are pro- 
vided Tb^ 'by tlfesta^^ 
$400 for books, supplies, and 
mispellaneous expenses, 

{ Note than when using the worksheet, the 

tuition and fees are for one academic year, 
not for the entire course. In this example, 
the tuition and fees would be 900/1800 of 
$2200, or 1100. 

If the school wishes to pay more than twice 
per academic year, it may further sub- 
divide payments within each payment 
period as wiUbest^meet the needs of its stu- 
dents 

CASE 5A: The student in Case 5, after receiving the 
first disbursement of $656, missed a few 
4 weeks of school. When she reaches the 

450th Hours, she can now be expected to 
finish only 350 more hours before the end 
* of the award period. 

CASE 6: A student with an eligibility index of 400 
enrolls in a 600 hour program at a com- 
■ puter programming school, T\^ tuition and 
fees for tfife program are $1 000. The student 
will complete only 200 hours of the 
program in the 1978-79 award period, and 
it will take him less than three months to do 
so. Since less than 3 months of this stu- 
dent's academic year occurs in the 1978-79 
award period, only one disbursement need 
be made. 



II. Recomputation of Awards Due 
To Change In Enrollment Status 

At clock hour schools, recomputation is no; necess- 
ary. Students would not receive further payments untiV 



they have completed the number of hours for whid!|i^ 
they have already been paid. The following informa-^ 
tion on recomputation refers only to schools^ith 
academic .tdrms and credit hours. 



A. Beginning of a payntcnt period. 

The financial aid officer must recalculate a studem's 
award at the beginning of a payment period if the stu- 
dent's enrollment^tatus has changed from that of the 
previous payment period. The student's award for the 
payment period would be calciilated according lo stan- 
dard procedures. ^ 

A payment period is a semester, triaKster, quarter, 
cr other academic term. 



2 



B. Within a Payment Period 

An institution may, but is npt required to, establish a 
policy under which a student's award may be recalcu- 
lated if his or her enrollment status changes within a 
payment period. If such a policy is established, it must 
apply to all students. If a student's award is recalcu- 
lated, the institution determines the total amount the 
student is entitled to for the entire payment period by 
taking into account: 

(1) The portion of the payment period at the 
original enrollment status; 

(2) The portion of the payment period at the new 
enrollment status; and 

(3) Any change in^the student's cost of attendance. 

If the recalculation shows that tHfc student has been 
overpaid, the overpaynient must be recovered. The 
school may collect it directly from the student, or may 

^ adjust^ future Basic Grant payments within the same 
award period. The student would not be eligible to 
receive a Basic Grant in any future award period until 
the overpayment is recovered. 

Note that a change from one part-time status to 
another in the same program would not require a 
recalculation of cost of education because the typical 
full-time cost is used in both cases. However, if a stu- 
dent changes from part-time to full-time and his or her' 
actual full-time cost fs different from that used for 
calculating part-time awards, the full-time award 
should be based on the actual full-time costs. In this 
context, when the costs are recalculated the tuition 
amount for a full school year at the new enrollment 

J.J status should be used. 

O 
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Worksheet A 

~" V >^ - . 

COMPUTATION OF FULL-TIME AWARDS 

AT- SCHOOLS WITH^ 
ACADEMIC TERM? AND CREDIT HOURS 

Nprne: — .Student Eligibility Index _ 

Date: \ 

1. Cost of attendance: 

n. Tuition and feei for academic year a. 

t).' Room b, _^ 

c. Board - c, • 

d. Books, supplies, and miscellaneous 

expenses ♦ d. 

TOTAL ' 



Enter total on line 1 and in Box 1, Section 4 of tlie SER 1 

2. Look upfull-time scheduled award, using thQ Student Eligibility 
Index and Cost of Attendance, Enteron Iine2and in Box3. 
Section 4 of the SER. ' p 



3. Expected Disbursement. If the student plans to attend fore full 
academic year, enter amount from line 2on line 3. 

If the student expects to 'enrdll for less than a full academic year, 
the expected disbursement must be prorated as follows: 

a. Divide number of terms student expects to enroll by number of 
the terms in academic year. (For a student entering 

second semester, this fraction .= 1/2 ) . a - 

b. Multiply line 2 by fraction established in (a) of this step. 
Enter on line 3 as E^xpected Disbursement. A'so 

enter in Box 4, Section 4 of the SER, 3 



4. Determine amount per payment/Divide line 3 by number of payments 
scheduled for the academic year. 4. 



Worksheet 8 



COMPUTATION OF PART TIME AWARDS 

AT SCHOOLS WITH 
ACADEMIC TERMS AND CREDIT HOURS 



Name: Student Eligibility, Index: 

Date: \ , 



1. Cost of Attendance: 

a. Tuition and fees for 
academic year a. 

b. Room b. 

c. Board c. 

d. Books, supplies, 
and miscellaneous 
expenses d. 

TOTAL _ 



Enter total on line 1 and in Box 1, Section 4 of the SER. 1. 



2. Look up fi^/l-time scheduled award usingthe SiUdent Eligibility 
Index and Cost of Attendance. Enter on line 2 and Box3, Section 4 
of the SER. 2. ^ 



Look'up expected disbursement from appropriate part-time 
Disbursement Schedule, usingthe Student Eligibility Index and Cost 
of Attendanpe. ^ ^ ■ . 

If student expects to attend for a full academic year, enter this 
amount on line 3 and in Box 4, Section 4 of the SER, 

If the student expects to enroll for less than a full academic 
year, the expected disbursement must be prorated as follows: 

a. Divide number of terms student expects to enroll by number 
of terms in academic year. (For a student entering second 
semester, this fraction « i/aO ' ' 

b. Multiply expected disbursement by fraction established in (a) 
of this step. Enter on line 3. Also enter in Box4, Section 

4 of the SER. 3 



4. Determine amount per payment. Divide line 3 by number of payments 
scheduled for the academic year. 4 
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Worksheet C 



COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS 



Name: 
Date: . 



Student Eligibility Index: 

9 



Total Length of Program in hours: 



Length of academic y^ar in hours: 



1. Cost of Attendance: 

a. Tuition and fees for academic year a, 

b. Room b. 

c. Board ^c, 

d. Books, supplies, and miscellaneous 
expenses. d. 

TOTAL _ 



Enter total on line 1 and in Box 1, Section 4 of the SER, 



1. 



2, Full-time scheduled award. (Enter on line 2 and Bqx 3, 

Section 4 of the SER) . ' " 2. 

3. Disbursement for t)ayment period; .\ 

line 2- x clock hours in payment period = Disbursement for 
clock hours in academic year payment period 
(900 minimum) 



Enter disbursement for payment per:od in line 3 , 3, 



4. Expected disbursement = line 3 x number of payment perio4? in 
award period: Enter expected disbursement in Box4, Section 
4 of the SER, 4. 



Worksheet A 



COMPUTATION OF FULL-TIME AWARDS 

AT SCHOOL& WITH 
ACADEMIC TERMS AND CREDIT HOURS 

Name: CASB I Student Eligibility Index "300 

Date: 7-78 



7/g 



1. Cost of attendance: 

a. Tuition and fees for academic year a. 

b. Room b, 07^ 1 

c. Board c. 760 

d. Books, supplies, and miscellaneous 

expenses d, 

TOTAL 77 

Enter total on line 1 and in Biox 1» Section 4 of the SER"" L 



3,577 



2. Look up full-time scheduled award, using the Student Eligibility 
Index and Cost of Attendance, Enter on line 2 and in Box 3 i -7 

Section 4 ot the SER. 2 /ZgToL 



3. Expected Disbursement, If the student plans to attend for a full 
academic year, enter amount from line 2 on line 3. 

If the student expects to enroll for less than a full academic year, 
the expected disbursement must be prorated as follows: 

a. Divide number of terms student expects to enroll by number of 
the terms in academic year. (For a student entering 
'second semester, this fraction = 1/2 )• a 



b. Multiply line 2 by fraction established in (a) of this step. 

Enter'on line 3 as Expected Disbursement. Also ^ y 



enter in Box4, Section 4 of the SER. 3, 



4. Determine amount per payment. Divide lines by number of payment^ 

scheduled for the academic year. 4 gT*^ 
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Worksheet B 

COMPUTATION OF PART TIME AWARDS 

AT SCHOOLS WITH 
ACADEMIC TERMS AND CREDIT HOURS 

Name: . CASS 2. 

Student Eligibility Index: ^ 300 

Date: / 7 ^ 7^ 

1. Cost of Attendance: ^ 

a. Tuition and fees for O^^r^ 
academic year a. V50 

b. Room. b. 

c. Board c. 

d. Books, supplies, 
and miscellaneous 
expenses d. 



^00 



TOTAL -g^ ag 



Entertotal on line 1 and in Box 1, Section 4 of the SER. 1. 

2. Look up full-time scheduled award using the Student Eligibility 
Index and Cost of Attendance. Enter on line 2 and Box 3, Section 4 ^ 

of the-SER. '2, /3/2^ 

3. Look up expected disbursement from appropriate part-time 
Disbursement Schedule, using the Student Eligibility Index and Cost 
of Attendance. 

If student expects to attend for a full academic year, enter {his 
amount on lineS :>nd in Box 4, Section 4 of the SER, 
If the stydent expects to enroll for less than a full academiq 
year,.the expected disbursement must be prorated as follows: 

a. Divide number of terms student expects to enroll by number 
of terms in academic year, (For ^ student entering second 
semester, this fraction = i/aO 



b. MulTipiy expected disbursement by fraction established in (a) 
of this step. Enter on line 3. Alscenter in Box4, Section 
4t>ftheSER. 3 



d7s 



4. 



Determine aw-unt per payment. Divide line 3 by number 6\ payments - . ^ 
scheduled for academic year. . 4. Tr3?o 
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Worksheet B 

\ 

COMPUTATION OF PART TIME AWARDS 

AT SCHOOLS WITH 
ACADEMIC TERMS AND CREDIT HOURS 

Name: CAS6 3 Student Eligibility Index: >300 

Date: ?-30*7^ 



1. Cost of Attendance: 

a. Tuition and fees for 
academic year a. _ 

b. Room 

c. Board c. y^yfT 

d. Books, suppjies, 
and miscellaneous 
expenses d. _ 

TOTAL ' 



Enter total on li^e 1 and in Box 1, Section 4 of the SER. 1. 



2. Look up full-time scheduled award using the Student Eligibility 
Index and Costof Attendance. Enter on line 2 and Box 3 Sectiq 
of the SER. 2._ 



3. Look up expected disburs(?ment from appropriate part-time 

Disbursement Schedule, using the Student Eligibility Index and Cost 
of Attendance. ^ , 

If student expects to attend for a full academic year, enter this 
amount on line 3 and in Box 4, Section 4 of the SER. 

If the student expects to enroll for less than a full academic 
year, the expected disbursement must be prorated as follows: 

a. Divide number of terms student expects to enroll.by number 
of, terms in academicyear. (For a student entering second ' 
semester, this fraction = 1/2-) 

b. Multiply expected disbu/sement by fraction established in (a) 

of this step. Enter on line 3. Also enter in Box 4, Section gfOtl 
^ 4 of the SER. . ' 3 



4. Determine amount per payment. Divide line 3 by number of payments ^ 
scheduled for the academic year. 4 ^Tr 
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Worksheet C 



Name: 

Date: 



computation' OF AWARDS AT CLOCK HOUR SCHOOLS 
CASB — — ■ . student Eligibility Index: 

/zs 



1. Cost of Attendance: 

a. Tuition and fees for academic year a, 

b. Room \ b, 

c. Board c. 

d. Books, supplies, and miscellaneous 
expenses. d- 

TOTAL _ 



Total Length of Program in hours: 
Length of academic year in hours: 

9oo 

x/o o 



*t75 



¥00 



fnter total on line 1 andjn Box 1, Section 4 of the S£R. 

2. Full-time scheduled award. (Enter on line 2 and Box 3, 
Section 4 of the SER). 

3. Disbursement for payment period: 

line 2 X clock hours in payment period 
clock hours in academic year 
(900. minimum) 



mo 



Disbursement for 
payment period 



Enter disbursement for paj^ment period in !ine 3. 



4,^ Expected disbursement «^ line 3 X number of payment periods in 

award period: Enter expected disburisement in Box 4, Section 
' 4 of the SER, d /^"O 



Worksheet C 



COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS 
Student Eligibility Index: 



Name: 

Date: _ IO'l'lS 



0 



Total Length of Program in hours: 
Length of academic year in hours: 

900 



1. Cost of Attendance: 

a. Tuition and fees for academic year a. 

b. Room\ b. 

c. Board c. 

d. Books, supplies, and miscellaneous 
expenses. d- 

TOTAL _ 



JJOO^ 



^00 



1 Z^oo 



Entertotal on line 1 and in Box 1, Section 4 of the SER. 

2, Full-time scheduled award. (Enter on line 2 and Box 3, 
Section 4 of the SER). 



/3/z, 



3. Disbursement for payment.|>eriod: 

line 2 x clock hours in paym ent period = Disbursement for 
clock hours in academic year payment period 
(900 minimum) 



Enter disbursement for payment period in |ine 3 . 3. 



4. Expected disbursement = line 3 x number of payment periods in 

award period: Enter expected disbursement in Box 4, Section i^iO 
4 of the SER.. ' - . 4. 1^1^ 



3.3 



idisil^et C 

COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS 
Name: — CAS€ S'A — Student Eligibility Index: 



Date: 



Total Length of Program in hours: 

/Soo 

Length of academic year in hours: 



1, Cost of Attendance: 

a. Tuition and fees for academic year a. 

b. Room b. 

c. Board c, ^3-^ 

d. Books, supplies, and miscellaneous 
expenses^, d- 



TOTAL 



1. _ 

, Enter total on line 1 and in Box 1, Sectiop4of theSER. 

2. Full-time scheduled award. (Enter on line 2 and Box.3, . i^g^ 
Section 4 of the SER). 2. f 3/2m. 

3, Disbursementfor payment period: 

line 2 x • clock hours in payment period = Disbursement for 
clock hours in academic year payment period 
(900 minimum) 



Enter disbursement for payment period in line 3. 3. 

4. Expected disburserpent« line 3 x number of payment periods in 

aw^ird period: Enter expected disbursenient in Box4, Section 
^ 4of4heSER. 4, : 



S/o 



Worksheet C 



Name: 



Date: 



COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS 
CAS€^ student Eligibility Index: 



Total Length of Program in hours:' 

Goo 



i . Length of acaderr'c year in hours: 

€00 



1. Cost of Attendance: 

a. Tuition and fees for academic yQ.ar a. 

b. Room ' ' " b,' _ 

c. Board c-^ 

d. Books,: supplies, and miscellaneous 
expenses. d. 

TOTAL JSLS^J^ 



/poo 



Enter total on line 1 ^nd in Box 1, Sec' ion 4 of theSER. 

2, Full time scheduled award. (Enter ot; line 2 and Box 3, 
Section 4 of the SER) . . ; 



3. DisbursjBment for payment period: . 
Iine2rx clock houfS in payment period 
V clock hours in academic year 
(900 mi/tfmum) 



\ 

1 ^o o 



Disbursement for 
payment period 



/262 X 



Enter disbursement for payment period in line 3 . > 3. 

4. Expected disbursement = line 3 x number of payment periods in . 

award pe^d: Enter expected disbursement in Box 4, Section §"0 



4 of the 



_ 4. 



Section C: Payment of 
Basic Grant Awards 

V 

1. Eligibility for Payment 



A.- Eligible Student > 

A student is eligible tp receive a Basic Grant if he or 
she: 

I. Is accepted for enrollment or is enrolled in good 
standing as at least' a half-time undergraduate 
student at an eligible institution of higher educa- 
tion; ^ 

. 2. Is enrolled in an 'eligible program as a regular 
student^a regular student is one who enrolls for 
the purpose of obtaining a dpgree'or certificate);' 
3. Is maintaining^ satisfactory progress in his/her 

course of study; 
|^. Is not in default on any National Direct Student 
- Loan made by that institution or oti any Guaran- 
teed Student Loan received for attendance.atthat 
institution; \ ' 
^ 5. Does not owe a refund on a Basic Grant, a Sup- 
plenienial Grant or a State Student Incentive 
Grant received, for attendance at that institution; 
and ' 

6. Is a U.S. citizen, national or permaoent resident 
of the United States-, a citizen of the Northern 
• Mariana Islands, a permanent resident of, the 
Yj"st Territory of the Pacific Islands, or is in'this 
country for other than a temporary purpose^^SUu 
dents who are in this country on Fl or Fl/S^Li^ 
visas* are, by definition, in this country fdr a tern- j 
. porary purpose, and therefore are 'not eligible. / 
The definitions of "other than a temporary pup/ 
pose'' are given below:- 

Nonpcitizens with permanent j-esident status in 
the U.S. will hold either form M51 or form 
I-5S1,. which are "Alien Registration Receipt 
Cards.'' These stu^nts are'eligible.' 

According to the Immigrdlion and Naturaliza- 
tion Service, (INS) an alien who wishes to apply 
for Pern^anent Resident Status must meet one of 
four requirements: 

1 ) He or she must .be manried to a citizen . 

2) He or she must be married tp a Lawful Permanent 
Resident. 

3) He or she must be aj:lose relative of a citizen or 
permanent resident. * - 

4) He or she must have a definite job^offer. 

Approximately tKre^ months ,after a non-immigrant 
applies fcft permanent resident status, an approval 
notice is sent from the Immigration and Naturalization 



Service stating Whether or not he or she has been found 
to meet one of the four requirements. Non-immigrants 
are, considered to be in the U.S. for more^han a tem- 
porary purpose and intending to become a permar^ent 
resident only if they can furnish an approval notice 
stating that they meet one of the above four.conditions. 

Either the M71 or the 1-464 is an appropriate ap- 
proval notice to a^ply for permanent residence. Be- 
cause of new INS procedures; the I-lf 1 of/L-464 may 
not be provided. In these cases, the applicant should 
have INS endorse jiis or her 1-94 (Arrival -Departure 
Form), indicating **employnnent authorized" and '*ad- 
justment applicant." This endorsement fulfills the 
same requirement as ^n approval notice. 

Refugees or immigrants who are admitted to the 
United States for humanitarian reasons are eligible for 
Federal student financial aid. In th«e cases, thd appli- 
cant's 1-94 must be endorsed "Conditional entrant 
status" or '^indefinite parole." Southeast Asian 
refugees who w^re admitted to the United States since' 
1975 are therefore eligible. In addition/ applicants 
who have^en granted asylum and have been given 
voluntary departure for a period of one year are eligi- 
ble. 



B. Valid StudenfEligibility Report- 

A valid SER is a complete set of 3 copies on which 
an eligibility index is calculated, based on data which 
is correct. Therefore, if a student submits an SER to 
the school which is based on erroneous information or. 
incorrect assumptions, that SER is not a valid one. 
• A student may be paid retroactively for any portion 
of eligibly enrollment at an institution during the 
' award period if he or she submits an SER to that in- 
stitution np later than May 31 and is eligible for pay- 
ment at the time the SER is submitted. 

. * •* 
Deadline Dates ' 

Any student whose fu'st enrollment at an institution 
during an award period is on orafter May 1 may sub- 
• mit the SER no later than June 30 and receive payment 
for. that enrollment. However, if the student was 
enrolled at the institution anytime before May 1 of the 
award period, the May 31 deadline must be met. 

Please note, ho\Yever, that the student must submit 
the valid SER while he/sfie *is still enrolled and eligible 
for payments. A student >vho withdraws during the 
year is not entitled to any payment unless a valid SER 
was submitted to the financial aid olfice prior to with- 
drawal. ' 

' Institutions can assist students in meeting this re- 
quirement in a number of ways. , • 
The first is, of course, to encourage all potentially 
eligible students to apply for a Basic Grant. Many in- 
stitutions require all applicafits for financial 6id to sub- 



mit an SER pnor to making any awards for other kinds 
of aid. Also, regulations governing the three campus- 
based- Federal programs require that the student's 
eligibility for a Basic Grant be taken into consideration 
in awarding aid under those programs, whether or not 
the student has applied Tor the. grant. 

Another way schools can assist students is through' 
• the effective use of the monthly applicant roster. These 
rosters are automatically generated by the application 
processing contractor and sent to all eligible post-se- 
condary schools. Included on the rosters are the names 
of all applicants who indicated that they were expect- 
ing to attend a particular school, the applicants' birth- 
dates, social security numbers, addresses and the 
status of their most recent application records. 

institutional financial aid officers should carefully 
review these rosters to determine that SER's have been • 
su^un^ted by those students who are eligible and are 
/frongly encouraged to advise those students whose 
^applications are incomplete that they must *make the 
ne9essary corrections or provide the information re- 
<3uired to calculate their eligibility index. While it is the 
student's res'ponsibillLy to make sure a valid SER is 
submitted to the institution, financial aid officers are 
encouraged to do all they can to help students fulfill 
this requirertient. *^ " 

A facsimile of the monthly applicant roster is in- 
cluded in Appendix. B ( 2nd Appendix). 



C. Enrollment in an Eligible Program on 
at Least a Half-Time Basis 

A student is considered to be '^enrolled" when (s)he , 
has completed all forrnal registration requirements. 
An Eligible program is one -which: 

1. Admits as regular students only persons wjho- 
i. Have a certificate of graduation from a se> 

condary school, or who - 

^ ii. Have the recognized equivalent of a high 
school diploma such as a Qeneral Education 
Development (GED) Certificate, or 
iii. Are'beyond the age of comj^Qlsory school at- 
tendance in the State in which the institution is 
located, and may benefit from thQ' education 
or training offered. 

2. Leads to a bachelor, associate or undergradu- 
ate professional degree, y 

3. Is acceptable for full credit toward a bachelor 
* degree, or • 

4. Is at least a 1-year program leading to a certifi- 
cate or degree, which prepares students for 
gainful employment and leads to a certificate 
or degree in a recognized ocupation. 

At proprietary schools^ six month progr^ims are eligible 
if they meet conditions 1 above, and if they: 



1 . Lead to a degree or certificate, 

2. Prepare studentsTor gainful emplo>Tnent in a recog- 
nized occupation, and are 

3. At least 16 semester or tripiester hours, 24* quarter 
hours long, of 600 clock hours long. 



II. Regular and Alternate 
Disbursement Systems^ 

There are two disbursement systems through which 
a student can be paid a Basic Grant award: the Regu- 
lar Disbursement System (RDS) and the ^Alternate 
Disbursement System (ADS). 

The majority of students are paid their Basic Grant 
awards directly by the schools which participate fh the 
RDS. For those institutions, this Handbook* serves as 
the primary tool for understanding the operation of the 
Basic Grant program. The Handbook^ supplemented 
by perioc?ic letters sent to institutions throughout the 
year, and by notices in the BSFA ^ulletin. 

If.an eligible institution decides not to act as a. dis- 
bursing agent for the Basic Grant Program, it is usually 
because the school has no financial aid office or such a- 
small enrollment that it cannot or does not wish to act 
as a disbursing agent. Eligible students enrolled in 
those institutions receive their awards directly from 
OE under: the ADS. During the 1977-78 academic year 
approximately 13,500 students at 890 institutions were 
paid their awards in this way. To receive direct pay- 
ment,-the student, with the assistance of his or hef in- 
stitut'i jn, must submit a special form. This form, *'Re- 
ques' for Payment of^BEOG Awards'' (OE Form 304), 
collects information on the student's enrollment status 
and cost of attendance. Once this form is received, the 
student's 'award is calculated using the same process - 
utilized by institutions participating in the RDS and 
payment is made directly to the student. Under no cir- 
cumstances can payment of a student at an ADS 
school be sent directly to the school. 

Although the ADS provides an alternative for many 
schools which might otherwise be unable to pay Basic 
Grants to their students, there are disadvantages to this 
system. First of all, the ADS contains an extra step for 
the student and paymcnt^Hlirough this system takes 
longer than payment throughtTiS^-Regular Disburse- 
ment System. . y 

Also, the fact that payment is sent directly to the stu- 
dent makes it difficult for the school to coordinate the 
Basic Grant with other sources of financial aid- 
All ADS schools annually receive a special manual 
that provides them with complete information .on how 
this system works. Any questions regarding ADS 
should be directly to the ADS unit in the Proj^ram 
Operations Division of the Bureau of Student Finan- 
cial Assistance. 
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II!. Methods of Payment 

In order to facilitate the institutional role in tlie dis- 
bursement of Basic Grant awards to students, the in- 
stitution is free to use its ov.71 system for making-stu- 
dent assistance payments with the following provi- 
sions: 

A) Those institutions which have academic terms 
such as semesters, trimesters, quarters or other similar 
definable breaks in their academic year, must make 
equal payments at least once ayhe beginning of eajch 
term. It should be noted that "e^al payments" may be 
rounded in order to avoid making awards of odd 
amounts. For instance, a student whose "Expected Dis- 
bursement" is S435 may receive payments of $218 and 

' S217. Further, if an institution makes rpultiple disbur- 
sements during an academic term or payment period, 
the individual payments within the term do not 

> necessarily have tp be in equal amounts. However, the 
total disbursements tor each academic term or pay- 
ment period must be equally ^ivided. ■ 

B) Institutions which do not use such academic 
terms must have not less than two payment-periods per 
award period. . c 

As noted .in^the "Highlights^ section on p. 4-1, the 
term "payment* period" has been redeFmed;for clock 
hour schools. The new definition keys it to work done, 
not to time which has passed. Thus, the school would 
determin^j^he number o.fpiack hours the studtiU can 
be expected to comple/fe qiuring the academic year. 
The second p^ment period^ would not begin until the 
student finished the stipiuTated number of hours in the 
first payment period. Students who finish eatly get 
their seco;hd disbursement early; students who finish 
late get their second disbursement late. A student may 
be paid eithi^V by check or by crediting the account 
he/she has at the school. - 

For^each payment period, an institution may pay a 
student at such times and in sucH installments as it , 
determines y^'iW best- meet the student's needs. 

Only, one payment is required if a. portion o/ 'an 
academic year o.ccurring within one award period is 
less than three n^onths. x . 

Funds due a studenjlf fpr any completed period may 



be paid in one lump 



/sum. 



The student's enrc Ument status will be' determined 



according to work a 



ready completed. 



IV. Spaeial Payhnent Circumstances 



A. Transfer Students 

Students who transfer to an eligible institution dur- 
ing ari'^ward period will need to submit a 'duplicate 



to the new school. Upon receipt of the SER, the 
institution will calculate the amount of the student*s 
award in the same manner as for any other Basic Grant 
recipient. This award may have to be adjusted if the 
aid officer knows that by receiving the fiill amount, the 
student would exceed his or her entitlement. 

It is important to note that it is not required for the 
second school to obtain any information or documen- 
tation from the first school with regard to any disburse- 
ments of funds made to transfer students. However, 
students must repay any amount they receive which ex- 
ceeds their entitlement for an award period. 



B. Consortium Agreements 

A student may not receive Basic Grant payments 
concurrently from more than one institution. This is 
true even if the student is part-time at each institution. 
The only situation^ in which a student can receive pay- 
ment for courses taken concurrently at more than one 
institution is where the institutions have a written con- 
sortium agreement. A consortium agreementcan be a 
blanket agreement between two schools, or it can be 
witten for a specific case involving a specific stvtdent. 

Studentis would receive payment for the total num- 
ber of hours taken at the parent school and the consor- 
tium school(s). The total award must be disbursed 
through the institution from- which the student is 
receiving a degree. 

.The definition of an eligible program specifies that 
such a program must be offered by an eligible institu- 
tion of postsecondary edlucation.^ There are some in- 
• stitutions of higher education and, on occasion, non- 
eligible institutions such as State agencies, which spon- 
sor educational programs to be offered by another in- 
stitution under contractual arrangement. 

Generally, for the Basic Grant Program, all schools 
involved in such an arrangement would have to be 
eligible. However, if no more than 25% of a students 
total course load is taken at an ineligible school, and 
the major and substantive portion is taken at the eligi- 
ble institution, the student may still receive a Basic 
•Grant. 

For example: If a student who is enrolled in an 
eligible institution takes a course in art appreciation at 
a museum (an ineligible institution), he or she is con- 
sidered to take the major part of his course at the eligi- 
ble school and would therefore be eligible to receive 
Basic Grant assistance. If oh the other hand, students 
receive most of their credits at the ineligible school 
they would not be considered eligible to receive Basic 
Grant assistance. 
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C. Visiting Students 

In order to be eligible to receive a Basic-Grant, a 
student must be enrolled in a program leading to a 
degree or certificate. Therefore, a student who is ac- 
tually enrolled in a degree-granting program atone in- 
stitution but is taking a semester at^another institution 
cannot be paid a Basic Grant award by the i: istituticn 
' which he/she is "visiting". Only the institution at which 
the student is enrolled toward a degree or certificate 
may disburse the Basic Grant award. 

If there is a consortium agreement between the in- 
stitutions, the degree granting institution may pay a 
student taking a term at another eligible institution. 

It should be noted,however that when the parent in- 
stitution calculates the student's cost of attendance, the 
tuition, fees, room and board costs at the consortium 
school would be used. The only exception to this oc- 
curs when the consortium -chool is a foreign institu- 
tion. Then the parent school uses it5 own tuition, fees, 
room and board costs in calculating the cost of atten- 
dance. 



D. Payment to Students WTio Have 
Completed a Program 

If an institutiorf experiences a delay in the receipt of 
funds, it is possible that some students may complete 
their program and/or academic year prior to their 
receiving' final Basic Grant awards. All eligible stu- 
dents who have submitted valid Student * Eligibility 
Reports to the financial aid office prior to the comple- 
tion of their program must be paid, even if the 
academic year ended prior to receipt of funds. There 
would be no violati<;yi of regulations, inasmuch as the 
student met all the requirements for payment. 

E. Four-Year Lim^itation on Basic Grant 
Eligibility 

The legislation for the Basic Grant Program states 
that students are generally limited to receiving four 
years of Basic Grant, awards. However, students may 
be eligible to apply for a fifth year of Basic Grant assis- 
tance if they meet either of the following two condi- 
tions: (a) the student's program of study was designed 
by the institution to lead to a first undergraduate 
degree and to be five year;5 in length; or (b) the institu- 
tion required enrollment in a remedial course of study 
which meant the student was not able to complete the 
regular program in four academic years. If a student 
has not received a full year's Basic Grant award in 
each of four academic years or meets either of the 
above conditions, he or she is still eligible to apply for 
and receive Basic Grant assistance in the 1978-79 
academic year. 



as a result of taking remedial courses, the student 
must take from one to twelve credits in the fifth year, he 
or she has a term's worth of fifth-year eligibility. If the 
sMaent must take more than twelve credits, he or she 
has tv.'O terms worth of eligibility. 

Of course, the half-time rule still, applies. Thus, a 
student with three credits to complete v^^uld have to 
take at least a three -credit elective in order to be eligi- 
ble to receive payment. 

F. Refund and Repayment 

If a student receives a^sic Grant (either directly or 
by credit to the account) and terminates his or her 
education, the Basic (^ant may be subject to the re- 
fund policy. When a Federal financial aid recipierrtvter- 
minates his or her education and is due a refund frpm 
the institution, a portion of the refund must be 
returned to the account of appropriate Federal financial 
aid programs. The purpose of Basic Grants policy 
regarding refunds is to determine what portion of the 
institutional r^und is to be restored to the Basic Grant 
account when a student withdraws from the school. 

When the student has received an overpayment due 
either to institutional error or to errors in information 
shown on the SER, the student must repay the entire 
amount of the overpayment. The same procedures are 
used to collect all types of repayments. Procedures for 
collecting repayments are discussed in Section H. 

1. Refund 

All institutions a^e required to reduce to writing 
their policy regarding refunds to students who with- 
draw or fail to pursue their course of study, ^^^en the 
institution determines that the student is due a refund, 
the amount of that refund which is to be restored to the 
Basic Grant account must be computed. 

Since every institution's refund policy is different and 
since the result of any refund formula may depend 
upon the institution's financial aid disbursement pro- 
cedures and the composition of the student's financial 
aid package, there has been some controversy regarding 
the development of a concise formula for attribution of 
refunds to various aid sources which can be applied 
consistently to all students. Regulations regarding re- 
funds are currently being.developed which will take 
into account the relationship among the various ele- 
ments in the student's financial aid package and will 
ensure that students whose total institutional charges 
are met through financial aid.are not given cash refunds. 
(See FEDERAL REGISTER, August IC, 1978) 

However, in the interim, the Basic Grant policy is 
that if a Basic Grant recipient is due a refund, a por- 
tion of that refund must be restored to the Basic Grant 
account. That portion should be in ihe same ratio to 
the total amount of the refund as the disbursed Basic 
Grant is to the cost of education for the remainder of 



the payment period. The amount to be restored to the 
Fasic Grant account can be obtained by using the 
following formula: 

Student refund x Disbursed BEOG = Refund 
to BEOG account Cost of Atten- to 

dance BEOG 
Ac- 
count 

For example: A student with a zero index enrolls 
full-time- at a school wheje the tuition and fees are 
S 1,300 per year (S650 per^ semester). The student 
lives at home, so the standard room, board, book, sup- 
ply and miscellaneous ^:xpense allowances of $1,500 
per year (S750 pei semester) would be used to arrive at 
a cost of attendance of $2,800 per year ($1,400 per 
semester). He is therefor^ entitled to a Basic Grant 
award of $706 per semester. 

At the beginning of thcTirst semester, $650 is ci ed- 
ited to his account at the school, and he receives a 
check for a balance of $56. Shortly afterward, he with- 
draws and is entitled to a 40% refund of his S650 tui- 
tion, or $206. 

.Using these figures in the formula above, the amount 
to be restored to the Basic Grant account would be 
computed as follows: 

X 1400 
260 X 706 = 131.11 

Bear in mind that the stucient has signed an affidavit 
stating that all Basic Grant funds will be used for 
educatior&al expenses, so no additional cash payments 
should be niade to : siudent who withdraws. 

'\ 

2. Repayment 

-» 

Because Basic Grant funds must be used solely for 
educational purposes, if the student receives a cash 
disbursement and then withdraws from school after the 
refund period he or she may have to repay some of the 
cash disbursement. The school must determine what 
portion of the Basic Grant disbursement can be at- 
tributed to the student's cost of attendance and return 
the rest to the Basic Grant account. 

-If student has received financial aid from several 
Federal sources, the amounts to be returned to each 
account should be proportionately equal. (See 
FEDERAL REGISTER, August 10, 1978) 

G. Responsibility of the Institution in 
Making Payments of Basic Grant Awards 

1. Packaging of Basic Grants >vith Other* . 
Financial Aid Resources 

The amount of a student's Basic Grant may never be 
adjusted to take other financial aid into account. We 
are aware that there are some circumstances in which 




students may receive Basic Grants in addition to 
scholarships or grants over which the financial aid 
office has no control. Although the student may be 
overawarded in this situation, the entitlement concept 
behind the Basic Grant program prohibits adjusting 
the Basic Grant award. 

Where the financial aid is administered and con- 
trolled by the school, it is the financial aid officer's 
responsibility to make any necessary adjustments in 
the other aid awarded to the student to avoid over- 
awarding. 

In making these adjustments there are a number of 
points to be considered. 

Generally, the only time when such adjustments in 
other financial aid awards are necessary is when the 
total financial aid resources exceed the student^s total 
need as computed by the school. 

If the student's aid package includes a loan, and the 
packa'/^e must be adjusted to avoid an overaward, his 
or her Basic Grant may not be used to pay back the 
loan since the use of Basic Grant funds for that pur- 
pcs* does not constitute an educational expense. 
Therefore, even if a student is willing to authorize the 
application of his or her Basic Grant to repay the loan, 
it is not permissible. Rather, the amount of the loan it- 
self should be reduced. 

Further information on overawarding can be found 
in Chapter 4 of this Handbook. 

2, Overpayment of a Basic Grant Award 

' An overpayment is any amount paid to a^ student 
which is in excess of what that student is entitled to 
receive. A payment of a Basic Grant award to an in- 
eligible student is one type of overpayment. Another 
type of overpayment is a Basic Grant award which is 
taken incorrectly from the Payment Schedule. , 

Unless the institution has direct knowledge to the 
contrary, it is entitled to rely on information provided 
by the student in making a finding on student 
eligibility. If the institution does have knowledge that 
the student has submitted incorrect information .to 
them and may have received an overpayment, it should 
follow the validation procedure3 outlined in Section C 
of this Giapter. 

While it is expected that the institution will make ev- 
ery reasonable effort assist the Commissioner in 
recovering any overpayment which may occur, the in- 
stitution will assume no responsibility for any non- 
recovered funds unless the overpayment was made in a 
manner conUiii^ictory to the regulations and other in- 
structions issued by the Commissioner. 



H. Collection of Overpayments 

The procedures for the collection of overpayments 
are designed to complement the validation pro- 
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cedures. Any case involving the overpayment of Basic 
Grant funds, with the exception of cases in v/hich over- 
payments were made as a result of institutional error, 
will be handled under this collection effort. 

Under current regulations, institutions may but are 
not required to recover overpayments of Basic brant 
awards. The regulations state that an institution is not 
liable for any overpayments which are not recovered, 
unless the overpayments were made as a result of in- 
stitutional error, For purposes of this collection effort, 
if the institution has established that an overpayment 
has been made, it is strongly encouraged to contact the 
student and request repayment. If an institution ran 
collect, it is urged to do so. It is suggested that a 
reasonable payment plan, be established with the »tM- 
dent, or, if appropriate, award adjustments be made 
for awards that are within the award period. If, as a 
result of institutional effort, the overpayment is 
restored, no further action is necessary other than 
reporting this as a recovery on the Progress Report. 

However, in cases where the institution has 
established a repayment plan and the student does not 
' make payments or discontinues payments before the 
amount due is paid in full, thp case must be referred to 
the Office of Education for fbllow-up arid resolution. 
If the institution, after establishing that an overpay- 
ment has been made, is unable to contact the student 
or the student is uncooperative, the institution must 
report the case to the Office of Education for follow-up 
and resolution. Upon referral of the case the institution 
is no longer liable for the overpayment, 

In reporting these cases to the Office of Education, 
the institution should provide the following informa- 
tion: 

1, Applicant Information 
Name 

Address 

Social Security Number 
Telephone Number 

2, Parent/Spouse Information 
Name 

Address 

Social Security Number 
Telephone Number 

3, Student's Expected Disbursement Based on 
Valid SER 

Amount Disbursed 
Any Repayments to date 
Amount Still Owed 

4, Student Eligibility Index 
Student Educational Cost 
Institutional Contact 
Institutional Telephone Number 

All cases requiring recovery of overpayments should 
be reported to the following address: 
Basic Grant Program 
U,S, Office of Education 
P,0. Box 34927 
Washington, D,C. 20034 
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In all cases where overpayments other than those 
due to institutional error have been established, the in- 
situation must withhold payment until the student's fi- 
nancial obligations hav?^ been met as described below. 

Upon receipt of the above requested information, 
the following actions will be taken by the Office of 
Education: 

1. All reports will be screened to determine if suffi- 
cient information has been provided to initiate collec- 
tion activity by this office. In certain cases this may in- 
volve a follow-up phone call to the financial aid office. 

2. Once sufficient information has been obtained, a 
letter indicating that recovery activities have been initi- 
ated by the Office of Education will be sent to the in- 
stitution. 

3. Simultaneously, a letter requesting repayment of 
all Basic Grant funds to which he/she was not entitled, 
wili be sent to the student. 

4. Upon final resolution of the case, a letter indicat- 
ing final resolution and, where appropriate, releasing 
payment for the remaining payment period(s) will be 
sent to the institution. 

A sample letter identifying an overpayment recovery 
case follows: 

Basic Grant Program 
U,S, Office of Education 
P.O, Box 34927 
Washington, D.C. 20034 

Dear Sirs: 

In accordance with your recent Dear Colleague let- 
ter which described procedures for the recovery of 
overpayments, we are submitting relevant information 
about the following student for follow-up by the Office 
of Education. We have attempted to contact him/her 
concerning repayment of Basic Grant money for which 
he/she was ineligible, but have received no (further) 
payments, ^ 

1, Student: Ms. Robin Robinson 
123-B College Street 
University City, U,S, 00101 
SSN 987-65-4321 
Telephone: (999) 000-9999 

2. Parents: Mr, and Mrs, Robert Robinson 
245 Miscellaneous Avenue 

Big Apple, U.S. 001 10 
SSN 001-00-0100 
Telephone: (888) 111-7777 

3, Student Expected Disburscmcm Based on Valid 
SER - $1,029 

Amount Disbursed - $765 

Total of Repayments to Date - $0 

Amount Still Owed - $765 

4. Student Eligibility Index - 45 
Student Educational Cost - $2,875 
Institutional Contact - John Jones, 



ERIC 



Financial Aid Officer 
Institutional Telephone Num^r 



(555) lll'im 



If you have any question about this case or require 
further information, I will be of assistance. 
Sincerely, 



Section D: Validation 



The effectiveness of the Federal student finanqal 
aid programs depends, in large part, on the accuracy of 
data reported by applicants. 

For the past three academic years, OE has been 
centrally validating a small sample of BEOG appl;ca- 
tioifs. A number of studies were conducted using the 
data collected from this effort. A Corrections Analysis 
Study was also- performed to determine the extent to 
which corrections impact on the students' eligibility 
and the characteristics of the applicants who submit 
^ corrections. Based on the results of these studies, it 
was determined that the validation procedures needed 
to be changed. 

Therefore, for the 1978-79 academic year the 
validation effort will be conducted on the institutional 
level Approximately 200,000 students, (less than 10% 
of a projected 2,7 million 1978-79 eligible applicants) 
will be selected for verification of the information 
reported on their BEOG applications. 

Procedures for the validation activity were an- 
nounced in the Validation Procedures Handbook 
dated March 15, 1978, Since that time we have 
received comments on these procedures hom the fi- 
nancial aid community and have significantly 
modified the procedures. The following changes 
should be recorded in the Validation Procedures 
Handbook. 



A. No Validation of Non-Taxable Income or 
Veteran's Benefits 

iThe first revision is that students will not be required 
to supply documents to verify non-taxable income and 
veteran's benefits as i^art of the OE validation pro- 
cedures. The validation of these items will be optional. 
Institutions are, of course, encouraged to request these 
documents when appropriate, and may, as with all op- 
tional data elements, withhold payment until the 
validation is completed. However, this procedure must 
be applied consistently — that is, if an institution 
chooses to vjilidate any optional data item on an SER, 
and withhold payment from the student, payment must 
be withheld from all students for whom they choose to 
validate optional data items. Of course, any time the 
institution has discovered a discrepancy between the 
SER and other financial aid documents, the institution 



must withhold payment until • the discrepancy is 
resolved. 

The validation form as printed in the Handbook will 
be revised to delete these data elements and will be 
distributed as soon as printed. This form does not have 
to be used if similar documentation is available which 
verifies the information on the SER on which payment 
was disbursed. All documents must be maintained in 
the student's file for audit and program review pur- 
poses. The required and optional data elements are 
listed below: 



Requirt'iJ Daiu Elvmail 
Adjusted Gross Income 

Federal Income Taxes Paid 



Household Size 
No. in Pbst-High 
Dependency Status 



Optional Data FAemeni 
Non-taxable Income 

Verteran's Benefits 



MedicaUDental Expenses 
Casualty/Theft Losses 



Applicant's/Parent's 
Savings 



Document to Verify 

Federal Income Tax Return 
Form 1O40 or 1040A or 
Puerto Rican Tax Form 

Federal Income Tax Return 
Form 1040 or 1040A^r 
Puerto Rican Tax Return 

Validation Form or other 
similar document 



Document to Verify 

Statements from the administer- 
ing agency 

Statement from Veteran*s Ad- 
ministration or VA Cycle Report 

Federal Income Tax Return 
Form 1O40 or 1040A or 
Puerto Rican Tax Return 

Bank Statements 



2. Optional Institutional Award Calculations^ 

The second revision involves the tolerance levels, 
and is outlined in detail below. 

A. Discrepancy of $50 or less: 

If Ihere is a discrepancy of $50 or less between the 
documentation and the SER, the institution will dis- 
burse payment-based on that Eligibility Index and the 
student will not be required to correct the SER. 

B. Discrepancy of more than $50 and award will 
not differ by more than $IQ0: 

If there is a discrepancy of more than $50 between 
the documentation and the SER, the student must cor- 
rect the SER. However, the institutiqn may at its op- 
tion, perform the following steps and disburse payment 
to the student. 

. recalculate preliminary Eligibility Index based on 

the verified information^ 
• determine award amounts from payment schedule 

based on Eligibility Index. 
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If award amounts differ by $100 or less, and the stu- 
dent is otherwise eligible: 

• disburse first payment based on preliminary 
Eligibility Index. 

. instruct student (and parent) to correct SER to vali- 
dated amounts, Toward to Basic Grant processor in 
Iowa City, receive reprocessed SER, and submit to . 
financial aid officer. 

. receive reprocessed SER and recalculate award. 

• adjust second award, if necessary. 

If the student does not present a reprocessed SER 
within the academic year or 90 days thereafter, the in- 
stitution will not be liable if (1) the second payment 
was not disbursed, and (2) the preliminary Eligibility 
Index was calculated correctly. (If the Eligibility Index 
was calcualted incorrectly but the correct calculation is 
within $100 of the old award amount, no institutional 
liability will be assessed.) The student who does not 
present a reprocessed SER within the academic year or 
90 days thereafter, will be (iabl^to the Government for 
the full amount disbursed. In this case, if the institution 
erred in its calculation then the institution will be liable 
for only the amount of the disbursement which was 
over-awarc^ed to the student because the eligibility in- 
dex was miscalculated. The student will then be held 
liable for the difference. If the student who received 
payment based on a preliminary Eligibility Index 
drops out of schooU he/she must present thie processed 
SER no later than 90 days after the end of that term, or 
repay the entire amount he/she received. 

C. Discrepancy of more than $50 and award -will 
differ by more than $100- 

If the award amounts differ by more than $100, no 
payment may be disbursed until the applicant presents 
■a processed SER (which agrees with the validated 
amounts). ^ 

Institutions may do a preliminary Eligibility Index 
recalculation to determine whether they may disburse 
payment to students who fall into Category B, 
However, in order to ensure consistency of treatment, 
if an institution chooses to exercise this option they 
must exercise it for all students being validated. 

If the institution does not choose to exercise the 
$100 award tolerance and there is a discrepancy 
greater than $50, the applicant must present a pro- 
cessed SER (which agrees with the validated amounts) 
beforfe any payment for i 978-79 may be disbursed. 

3. Certification of Independent Status 

We are all concerned about the potential for stu- 
dents misreporting their dependency status on their 
Basic Grant applications. Obvio^sly, we would like the 
request for parental certification^ to be as strong as 
possible to foster heightened awarenbss by applicants 
of the need to accurately report their status and to cor- 
rect cases of misreporting. Of course, any time that an 
independent applicant requests information regarding 



parental certification, or is not able to obtain a paren- 
tal signature, you should notify the applicant that the 
award cannot be withheld if all other validation re- 
quirements have been met. 



Section E: Institutional 
Reporting and Fiscal 
Operations 

I. Overview 

rTH^feliowing ta.ble represents the major steps in the 
total ^ysterti for allocating Basic Grant funds to par- 
ticipating institutions, monitoring their disbursements 
to students, and providing reporting information for 
the program. The fu-st two steps will generally occur 
only once for each institution, while the steps that 
follow will occur during each year of the program. 



Steps 

1. Establish Eligibility 

2. Sign and return terms of Agreement 

3. Receive Initial Authorization 
4f Request funds from DFAFS 

5. Submit October Progress Report 

6. Receive revised Authorization Ceil- 
ing 

7. Request funds from DFAFS 

8. Submit February Progress Report 

9. Receive revised Authorization Ceil- 
ing 

10. Request funds frpm DF'AFS 

11. Submit June Progress Report 

12. Receive Final Authorization 

l;?. Receive Student Validation Roster 
14. Submit Validated Student Roster 

II. Funding Process 



How Of ten 
, One time only 
One time only 
Annually 

Monthly, or as Needed 
Annually 

Annually 

Monthly or as Needed 
Annually 

Annually 

Monthly or as Needed 

Annually 

Annually 

Annually 

Annually 
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A. Eligibility 

Eligibility for the Basic Grant Program is based on 
legislatively prescribed criteria. The determination of 
the eligibility of individual institutions for Basic grants 
is established through the Division of Eligibility and 
Agency Evaluation (DEAE) in the Bureau of Higher 
*and Continuing Education, U.S. Office of Education. 
If an institution becomes eligible during an award 
period, an eligible student enrolled and attending that 
institution will be eligible to receive a Basic Grant for 
the payment period during which the institution be- 
came eligible and for any subsequent payment period. 

If an institution loses its eligibility for any reason 
while in the program, eligibility must be reestablished 
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through that Division. 

If an institution becomes ineligible during an award 
period, an eligible sUKtent who is enrolled and attend- 
ing that institutiojfwill be paid a Basic Grant for only 
the payment peridd in which the institution became in- 
eligible. In addition, an eligible student, who has 
received a Basic Grant or to whom a commitment has 
been made before the effective date of termination of 
the i istitution-s eligibility, will be paid a Basic Grant 
for the payment period in which the institution became 
ineligible. 

A commitment of a Basic Grant fo a student is made 
when a student, who is enrolled in and attending an in- 
stitution, submits a valid Student Eligibility Report to 
the institution, or to the Commissioner if the institution 
participates in the program under the Alternate Dis- 
bursement System. > 



B. Terms of Agreement 

The Terms of Agreement bet>\'een the institution and 
the Office of Education establishes the institution's 
participation in the Basic Grant Program. Once the 
Agreement has been signed and a copy returned to 
Basic Grants, an authorization ceiling will be 
established and that institution will be authorized io 
disburse funds to its Basic Grant recipients. The in- 
stitution is required to operate under the conditions of 
the Terms of Agreement as established and signed'. If 
any change in the terms is necessary, the previous 
agreement is void and a new Agreement, with concur- 
rence of all relevant branches or institutions, must be 
signed. 

IVhen the institution changes ownership, the pre- 
vious terms of agreement is void and the institution's 
eligibility must ..he reconfirmed by the Division of 
Eligibility and Agency Evaluation (DEAE) and no 
further Basic Grant A words may be made by the in- 
stitution until: 

1. The institution's eligibility has been reconfirmed by 
DEAE, based upon a statement from the n^w ownqr 
assuming responsibility for all Basic Grant funds pre^ 
viously awarded to the institution, 

2. A^Terms of Agreement has , been signed by the 
new owner. 

3. An audit of the institution's Basic Grant accounts 
has been performed. 

After all of these steps have been taken and the 
results have been approved the new owner will receive 
written authorization to make Basic Grant awards. 

C. Authorization Ceiling 

At the beginning of each award period, each institu- 
tion that has a valid signed Agreement on file with the 
Office of Education will receive an initial authorization 



ceiling against which that institution can draw funds 
for the award period. The initial ceiling level will be an 
estimate of the funds required to make pajrments to 
students for ih^ first scheduled student payment and is 
automatically generated by Basic Grants by means of a 
formula. The authorization ceiling will be revised by 
means of the Progress Report, which is scheduled to be 
submitted to the Office of Education by the institution 
three times during the award period. The Progress 
Report will make possible the required adjustments in 
the institution's ceiling by reporting information con- 
cerning actual expenditures to date and estimated ex- 
penditures for the remainder of the year. It is impor- 
tant to note that participating institutions will receive 
all of the funds necessary to make awards to the eligi- 
ble students enrolled in their school who have submit- 
ted valid Student Eligibility Reports. 

D. NIH/DFAFS Payment Procedures 

*. . t 

1. Overview 

The payment of funds to individual institutions will 
be accomplished by means of the Departmental 
Federal Assistance Financing System (DFAFS) of the 
National Institutes of Health (NIH). Procedures and 
requirements of the DFAFS will b^ provided to institu- 
tions by NIH. / 

The first step in receiving funds is the institutional 
receipt of an official Authorization Letter from the 
Office of Education. This letter will provide an 
authorization ceiling for purposes of the Basic Educa- 
tional Opportunity Grant Program. A copy of the trans- 
action will be sent to the Office of Rnancial Manage- 
ment, DFAFS, to serve as the final ceiling against 
which the institution will be able' to draw funds! 
DFAFS will utilize one of two methods for providing , 
Basic Grant funds to an institution: the Letter of Credit 
or Cash Request System. 

2. Letter of Credit System 

The Letter of Credit method allows the ii stitution to 
draw fiinds, up to the ceiling amount, from the Federal 
Reserve System through a local commercial or Federal 
Reserve Bank. This procedure is established. through a 
special arrangement with DFAFS. 

3. Cash Request System 

The Cash Request System, which is the procedure 
normally used, permits the institution to draw funds, 
up to the veiling amount^ on a monthly basis. Institu- 
tions using this procedure submit a Grantee's Monthly 
Cash Request form/to DFAFS for funds to cover esti- 
mated cash expenditures. Upon, receipt of this form, 
DFAFS_„wiU._schOTule_a.„paymenMJJ,S^Treasury_ 
Check) to reach the institution during the first week of 



the month for which cash is requested. Each calendar 
quarter, the institution submits a GiTantee Quarterly 
^^port of Expenditures and a Cash Reconciliation 
/Statement to DFAFS indicating total funds expended 
I during the quarter and the cash balance oh hand. 

\rTffective Operation of DFAFS 

In order for DFAFS to effectively meet institutional 
requests for funds, several points should be made: 

a. Funds may be requested only after the institution 
has received an Official Authorization Letter, and 
then only to meet current disbursements. 

b. Institutions must request funds heeded for pay- 
ments to students; DFA FS will not make advances of 
funds automatically. 

c. Monthly requests for cash will be for the sum 
total of cash rteeded for the month for all grants and 
programs that are administered under the DFAFS, ' 
and not only for the Basic Grant Program. 

d. The amount of each cash request must not ex- 
ceed the net amount of the combined grant 
authorization remaining after deduction of all pre- 
vious monthly checks received by the institution. 

I f these pro cedures are no t followed, the institu- 
tion's request for funds will be significantly delayed. 
Any questions regarding payment of funds through 
DFAFS should be directed to: 

Federal Assistance Financi Branch 
5600 Fisher Lane 
c/b Rockwall Bldg. 
Room 833 

Rockville, Maryland 20857 
/ Tel: (301) 443-1200 / 

NOTE: Additional copies of the Monthly Cash Re- 
\ quest forrih should be requested diriectly from 

\dfafs 
111. Reporting Process 



A.J Progress Report 

The Progress Reix)rt is the mechanism through 
which the initial Basic Grant Ceiling authorization 
may be adjusted during the year. It will allow for ad- 
justments' that would reflect the actual as well as ex- 
pected demand for funds' at a particular institution. 
The Progress Report is scheduled 'to be submitted 
three times during the year, reflecting activity as of Oc- 

. tober 31, February 28, and June 30. The Reports are 
scheduled to be submitted within 1^ days after the end* 

, of each reporting period. 

There may be times when an institution Will. need to 
adjust its authorization amount between scheduled 
reporting d(ates. This would occur when the inslifution " 




does not have si/fFicient monies to meet the demands 
for Basic Grajfu funds and cannot wait until the next 
scheduled*T€porting date for an authorization adjust- 
ment. In these situations, the institution may submit an 
Ad Hoc Progress , Report. Before submitting an Ad 
Hoc Report, there are several things which should be 
kept in mind. 

First, if it is within 30 days of the next scheduled 
reporting date, the regular Progress Report should 
simply be submitted early. If it is more than^30,days 
before the next reporting date, the institution should 
be sure to indicate that it is an Ad Hoc Report. Se- 
condly, unless an Ad Hoc Report is submitted prior to 
October 31, it should reflect actual expenditures to 
date and estimated demand to October 31. Finally, in 
submitting an Ad Hoc Report, the institution must 
comply with all of the procedures outlined below for 
submission of Progress Report. 

Each Progress Report should reflect the best esti- 
mate of additional funds needed for current and addi- 
tional recipients for the remainder of the academic 
year, as well as actual expenditures to date for current 
recipients. An* over-estimate could be found to be an 
unreasonable g-equest based on information available 
to Basic Grants. Unreasonable requests will signifi- 
cantly delay, authorizing ceiling adjustments. With 
each Progress Report, che Student Eligibility Reports 
(SER's) received to that date must be submitted. 
Reporting errors will cause the entire Progress Report 
to be in error or generate an assumption on the part of 
the. Office of Education based on information availa- 
ble to the Basic Grant Program. Either condition will 
significantly delay the institution's request for an ad- 
justment in the authorization ceiling. 
^ While there are comprehensive instructions accom- 
panying the Progress Report forms, there are seVeral 
items which may require special attention. We have 
explained each of these special items below. We also 
have'indicated those items which are considered error 
condition items, assumption condition items or 
unreasonable condition items. An error condition item., 
is one which must be correct, or the Report cannot be 
processed. Reports with an error in these items will be 
put on an error file, and the institution will be con- 
tacted to correct the item. Processing will be delayed 
until the error is corrected. An assumption condition 
item is one about which an assumption will be made in 
processing. For example, if an error in addition or 
subtraction is made, the correct sum will be assumed* 
rather than the incorrect amount entered on the 
Report. This type of error results in a slight delay in 
processing the Progress Report. An unreasonable con- 
dition is one where entries which are not within certain 
Jimits cannot be accepted. Processing will not continue 
until discrepancies in amounts reported in unreason- 
able condition items are resolved. 

Many of the assumption condition items are ones for 
which information is already available in our~clata 



bank. Therefore, we are preprinting some of the items 
on the Progress Report before the forms are mailed to 
the schools. Some of the items which may be pre- 
printed include the BEO^ ID Number, the EIN num- 
ber, the institution's name and address, all information 
in Section II (this will not be preprinted on the first 
Progress Report for each academic year), the current 
OE authorization and the number of SER's submitted 
to date. If any of the pre-printed information is incor- 
reel, the institution should simply make corrections 
when the next Report is submitted by drawing a line 
through the incorrect information and writing the cor- 
rect information above it. 

Section I - 

Items I and 2, BEOG ID No. and EIN No., are 
preprinted and should be changed only if the institu- 
^tion.believes them to be incorrect. Correct by penciling 
a line through the incorrect item and inserting the new 
number near it (error condition item). 
' Item 3: REPORT FOR: Check only one bc.K (er- 
ror condition item). 

Item 4: INSTITUTION NAME AND AD- 
DRESS: Institutions should be sure to check the box 
and insert the correct name and address if it differs 
from the pre -printed name and address. (An institution 
which has moved or changed its name must reconfirm 
its eligibility through DEAE). 

Items 5, 6, and 7: OFFICIAL RESPONSIBLE 
FOR THIS PROGRESS REPORT: If these items 
are illegible, the Report will be returned. 

Item 10: SIGNATURE: If the report is not . 
signed, it will not be processed. 

Scctfon I! 

The institution should check and correct the infor- 
mation in this section, if necessary, by penciling a line 
through the incorrect information and inserting the 
correct information near jt. 

Section III 

Item 19: GROSS EXPENDITURES: Enter the 
cumulative amount of Basic Grant Funds paid out or 
credited to student accounts for the current acadenfic 
year. If the initial authorization is not Sufficient to pay 
students who have already submitted SER's, the in- . 
stitution should contact the Disbursement unit of the 
Funding and Disbursement Branch of the Branch of 
tb«s Basic Grant Office of Washington (error condition 
item). 

NOTE: Enter dollars only. DO NOT show cents. 

Item 20: LESS RECOVERIES: Enter, the total 
amount of funds recovered from Basic Grant reci- 
pients to the date of the Report. Such recoveries would 
include funds restored to the Basic Grant account at 
the institution for (1) student withdrawals or termina- 

tiQnj_whi ch res iiLt in creditsJoilhe Jasic-Grantaccount 

or (2) overpayments restored by the institution (error 



condition item). 

NOTE: Enter dollars only. DO NOT show cents. 

Item 22: AMOUNT FOR PRESENT RECI- 
PIENTS: Enter total funds necessary, less those 
already expended, to make additional payments to 
student recipients currently enrolled and receiving . 
Basic Grant funds at the institution for remainder of 
the academic year (unreasonable condition item). 

Item 23:^ AMOUNT FOR ADDITIONAL RECI- 
PIENTS: This estimate should reflect as accurately 
as possible the number of additional students, not ac- 
counted for in item 19, expected to qualify for Basic 
^Grant assistance for the academic year, and the 
amount of funds necessary to cover these students. It 
should be kept in mind in making this estimate th^^t in 
many cases these students may not be enrolled for a 
full academic year (unreasonable conditori item). 
NOTE: Enter dollars only. DO NOT show cents. 

Item 24: TOTAL ESTIMATED EXPEN- 
DITURES: Enter the total of 21 A + 22A + 23A^ 
(assumption condition item,) Enter^total. recipients. 
This will be one of the key items in determining the in- 
stitution's need for additional Basic Grant Funds. 
NOTE: Enter dollars only. DO NOT show cents. 

Item 25: CURRENT OE APPROVED 
AUTHORIZATIONf If the preprinted information 
differs from the institution's information, place a pen- 
ciled line through the incorrect figure and put the cor- 
rect information just to the left of the item. 
NOTE: Enter dollars only . DO NOT show cents. 

Item 26: AUTHORIZATIOlS ADJUST-* 
MENT: Subtract informajion on line 25 from line 24 
and enter the result. Circle + or - to indicate whether 
this amount is an increase or decrease in the current 
authorization amount. 

Item 27: ^NUMBER OF STUDENT 
ELIGIBILITY REPORTS PREVIOUSLY SCJBMIT- 
TED: Enter the total number SER's submitted prior 
to this Report. 

Item 28: NUMBER OF STUDENT 
ELIGIBILITY REPORTS SUBMITTED WITH 
THIS REPORT: Enter the number of SER's submit- 
ted with this Report. 

Item 29: TOTAL NUMBER OF STUDENT 
ELIGIBILITY REPORTS SUBMITTED: Enter the 
Total number of SER's submitted (previous plus cur-* 
rent), this number cannot be less than indicated for 
Gross Recipients. This number may exceed the num- 
ber reported for Gross Recipients if corrected SER's 
have been brought in by students, (error condition 
item.) 

For further information, see the copy of the Progress 
Report and instructions in Appendix B-III. 
NOTE: AT THE BEGINNING OF EACH HSCAL 
YEAR, ALL INSTITUTIONS WILL RECEIVE 
ONE COPY OF THE PROGRESS REPORT (OE 
-Form -255-3). yiyv ADDITIONAL COPY OF THE 
PROGRESS REPOR T WILL BE INCLUDED WITH 

^^6 . . 



EACH SUBSEQUENT ADJUSTED AUTHORIZA- 
TION. 



IV. student Validation Roster 

In addition to the Progress Reports, the Office of 
Education will prepare a Student Validation Roster 
based on the SER's received from the institutions. This 
document will be genepted after the end of each fiscal 
year and mailed to each 'insutution that made Basic 
Grant awards during that ji^al year. Institutions are 
expected to verify each student recipient's status and 
the actual amount paid to the student, and to relurij 
the roster to the Office of Education. This information, 
when compared with Progress Report data and ac- 
tual institutional accounting^data, will serve to recon- 
cile each school's Basic Grant account at the end of the 
year. Both the June 30 Progress Report (BEOG final 
report of expenditures), which is reconcilable with the 
Student Validation Roster, and the Final Report of 

' Expenditures to NIH/DFAFS must include the same 
dollar amount expended for Basic Grants. The Roster 

"lilscTseWeslcnnom^ status of individual student 
award recipients, including the amount of individual 
student award recipients, and the amount of the 
"eligibility" that has been used. 

The follov/ing instructions should assist th^. institu- 
tion in completing the Validation Roster. A sample 
Validation Roster can be found in Appendix B-II. 

Section / • 

In Section I, one or three lines have been printed for 
each BEOG award recipient. For purposes of iden- 
tification, the student name, sTocial security number, 
date of birth, and transaction number as indicated on 
the Student Eligibility Report <SEB) have been pro- 
vided. The Roster is prepared in ascending student 
name order for convenience of file reference. Prior to 
completing Section I, the Roster Reconciliation 
_WojrIahe_et„(SectiQn lU) shpiSbd^^^^ 
required totals can be accumulated in conjunction with 
entering the Section I data . A sample worksheet to ac- 
cumulate these figures is shown in the instruction for 
Section IIJ. 



Single Line Entry 

The primary purpose of a single line entry on this 
report is to obtain the total disbursement of the BEOG 
. funds to each situdent. To accomplish this, space is 
provided on the right side of each line for entry of owe 
of the three typess of 'validation infprmation. The 
validation is accomplished by the following: 

1) Determine whether the student was enrolled at 
your institution (i.e., a SER was submitted to USOE 
by your institution for this student). If you have No 



record of the student enrolling at your institution. 
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enter "NR" under ''Status". Enter the "Expected 
Disbursement" shown in (A) on your Preliminary 
' Reconciliation Worksheet. No further action is re- 
quired. 

r 2) If^yoikjubmitted a SER to USOE for the student, 
compare the ''Expected Disbursement'' printed on 
the Roster to the amount of BEOG funcfs disbursed. 

a) If these two figures are equal, enter a check 
mark in the small box under the heading "Total 
Disbursement". 

b) If these two figures are not equal, enter the 
amount of BEOG funds disbursed in the larger 
box under the "Total Disbursement". Enter the. 
Expected Disbursement shown in (c) and the 
Total Disbursement entered on your Preliminary 
Reconciliation Worksheet in (d). 

c) If the student withdrew prior to payment of any 
BEOG funds or refunded all BEOG funds 
received, enter zero in the larger box under the 
heading "Total Disbursement". 

3) Determine if deletions are required for any in- 
dividual students who appear more than once on the 
Roster. 

a) If the social security number, name transaction 
number, scheduled BEOG award and institution- 
attended are identical, enter '^Delete" beside the 
entry (ies) you wish to have renioved from your 
Roster. Enter the **Expected Disbursement" 

, shown in (B) on the Preliminary Reconciliation 
: Worksheet. Do not use 4he "Delete" designation 
for stutlents who you have No Record since these 
student]^ require special processing by USOE and 
must not be deleted. ^ 

b) If funds were paid to. the student under more 
than one SER Transaction number or Eligibility 
Index, validate each entry on the Rostex^accord- 

. ing to the instructions in (2) above. The sum of the ' 
Total Disbursement amount for ail entries for one 
student should not exceed the highest Expected 
Disbursement. Include the number of\uch multi- . 
pie envies in the non-duplicate extra* record count 
(F) on the Preliminary Reconciliation Worksheet. 

Please exercise one of the options described above 
to confirm the validation status of each student listed 
on the Roster. 

For each award recipient, we have also provided some* 
of the key data fields from the SER. If, in the pro- 
cess of reviewing that section of thii report, you should 
discover an error in one or more of these fields, please 
make corrections by crossing out the field in error and 
entering the correct information above the erroneous 
data. This is particularly important for students whose 
Expected' Disbursement was recalculated lafter sub- 
mission of the SER due to a change in the factors 
affecting this field. This will assist us in maintaining 
and reporting ccc^irate information regarding BEOG_ 
"award recipients. ~ 
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Three Line Entry . 



A three line entry on the, Validation Roster for an in- 
dividual student designatessthose BEOG awflrd reci- 
pients for whom discrepancies were detected in the 
data supplied on the Student Eligibility Report (SER). 
Because of these inconsistencies, we have made cer- 
tain assumptions about the data elements found fo be 
in error. These assumptions have been made in an 
effort to facilitate the correction process. 

We realize that- some of the assumptions may be due 
to processing errors as well as errors made in the 
reporting of data on the SER's. In addition, the 
assumptions may lead to further erroneous conditions.. 
For this reason, we would appreciate a careful review 
of each assumption made and submission of correc- 
tions when necessary. 

The first function to be performed is to validate the 
total disbursement of BEOG funds to each student. 
Please follow the validation instructions provided 
above for tlve single line entry. When completing the 
Total Disbursement field, use the Expected Disburse- 
ment shown on the second line to determine the ap-' 
propriate entry. Please ^ certain to take one of the ac-' 
tions described for each student listed on the Rep ort. 
Careful review of each of the assumptions made on 
• the data reported to USOE on the Student Eligibility 
Report is important. / 
Section II - , , 

Check the appropriate box if you do/do not have any 
additional SER's to submit with the yalidatit>tLRoster. 
If you do, enter the numlper of SER*s you are submit- 
ting and the sum of the Tot^l Disbursement from these^ 
SER's in the space provided in (E) on your Pr^linriinary 
Reconcilation Worksheet. Afiteo^^^pleting Section 
III, and IV if needed, according to the instructions 
below, sfgn the Validation Roster, enter your title, and 
mail to OE. If the Validation Roster is unsigned, it will 
be returned to the institution. ] * 

Section III ' 

The Roster Reconciliation Worksheet has been 
designed to assist you in reobncilin^^ to 
individual students, as reported in Section I, to the- 
summary expenditure and recipient count data 
reported on your latest Progress Report, 

As Sefction I is completed, the figures indicated on 
the Preliminary Reconciliation Worksheet should be 
accumulated. These totals should then be posted to 
' 'Section III as follows: ' 

1. Add dollar total for (A), (B), (C), and enter sum 
in III-A line 2. * ; . 

2, Ent^r (D) in III-A Line 4. . 

3. Enter (E) in III-A Line 5, 

4, Enter student c6unt in (A) in III-B Line '2A. 

5. Enter student count in (B) III-B, Line 2B. 

6, Enter student count in (E) in III-B, Line 5v 
' 7. Enter (F) in III-B, Line 7. . 

Impoitant: If (D) includes a disbursement to any. 
student in excess of the txpected Disbursement as^ 



shownlfor as corrected, on the Roster, attach a letter 
explaining how the overpayment(s) occurred and 
describing any steps being taken to recover the excess 
awards. 

After posting the figures above, follow the instruc- 
,.tions on the Roster Reconciliation Worksheet. To 
facilitate completion of this Section, the c alculations 
for the Total Expected DisbursemerU and the number 
of students shown on the Roster are computer-printed 
for your convenience. 

The results of Section III will determine if ycu need 
to file a revised June 30 Progress Report to reconcile 
your account.' Should you need assistance in complet- 
ing the Preliminary Reconciliation worksheet or Sec-, 
tion III, contact your area representative. Your 
cooperation in this important part of the fiscal control 
requirements of the Basic Grant Program will expedite 
completion of the*processing cycle for this academic 
ye^f tor your institution and permit prompt prepara- 
tion of your final Authorization Letter and Roster. 
Preliminary Reconciliation Worksheet 



(A) 

Expected Disburse- 
ment Shown, on 
"Roisier ftrf~NR~S(u ~ 
dents 



TotaI$ = 

(D) 

Total Disbursement 
for Students 
Receiving Amt. 
Other than ED show 
on Roster 
Total$ = 



(B) 

Expected Disburse- 
ment Shown on 
" Rd'stcT~fdir" X) lipTi " 
cates Being Dcl^^ted 



Totals = 
#ofDeletes = 

- KE) 

Total Disbursement 
for Students' Not 
Appearing on 
Roster , ^ 

Total$ = 
# of Adds = 



(C) 

Expected Disburse- 
ment Shown on 
"Roster Tor Students 
Receiving Amounts 
Other than ED 
Shown 



Totals = 



(F) 

Count of Extra 
(Non-Duplicate) 
SER's on Roster 



SECTION IV INSTRUCTIONS 

In the event that a revised June 30 Progress Report 
is'needed in order to reconcile your account, Section 
IV provides a Progress Report facsimile to allow you 
to make any changes that were not made when filing 
your original June 30 Progress Report. Please use the 
same instructions that were used when completing 
your Progres^ Reports, 

NOTE: If you have not filed a June 30 Progress, 
Report, you should use Section IV to do so at this 
time -'^ * 
Progress Report Facsimile 
Line 19: Crosi Expenditures 

Report the total amount disbursed to BEOG reci- 
pients ih (A); report the total number of recipients 
rece iving BEOG funds jn (B). T^e lecipient count 



musFBe the same as Section IIIB-Line 8, i.e., the num- 
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ber of un 'duplicated students on the ,Roster. 
Line 20: Less Recoveries 

Report the tbtf 1 amount of BEOG funds recovered 
froni recipients iil(A). Any student from whom a total 
recovery (i.e., a zfero disbursement in Section I) was 
. received should/.be included in this count. 
Line 21 A: Nef E-xpenditures 
^ Report the. total amount expended for BEOG 
awards (line 19 minus Line 20). This amount must'be 
the same ^s the amount in Section IIIA-Line 6 as ac- 
cumulated from thfe individual student entries. Show 
whole dollars only; do not report, cents. 
Lines 22 drnd 23'. Estimated Expenditures 

Report zero (0) for ail items (22A, 23A and 23B). 
Line 24: Total Estimated Experiditures 

Report the same amount as line 21 A for 24A; report 
the safne recipient count as Line 19B for 24B. 
^ -,ljin*e 25: Current OE Approved Authorization 

R^ort tJie USOE-approved BEOG authorized 
* amou^ht indicated on your most recent USOE 
Authoriz^ioh Letter for the appropriate award period. 
. Line 26: Institution'^ Estimated Authorization Ad- 
justment 

Report the difference between Lines 24 and 25, cir- 

cli ng the _pl us for increa se or the minus for decrease. 

Lines 27, 28, 29: SER's Submitted 
, Report as indicated. The number reported on Line 
, .29 must be the same as the SER count in Section IIB, 
Line 6. 



The records involved in any claim or expenditure 
questioned by Federal audit will be retained until 
resolution of any a\idit questij^s. 
, An institution may substitute microfilm copies in 
lieu of original records in meeting the requirements of 
this section. 

An institution under ^"-the Alternate Disbursement 
System must establish and maintain — 

(1) Records relating to each Basic Grant recipient's 
enrollment status, and attendance costs at^he institu- 
tion; and • * . 

(2) Records showing when each recipient was 
enrolled. These records must be available at the 
geographic location where the student will receive 
his/her degree or certificate of course completion, and 
must be kept for five years following a recipient's last 
date of enrollment. 

The institution will make available to the Commis- 
sioner, the Secretary of the Department of Health, 
Education and Welfare, the Comptroller General of 
the United States, and their authorized representatives, 
pertirient books, documents, papers and records for 
audit and examination during the five year retention 
period: ' " ^ 7 

An institution may substitute microfilm copies in 
lieu of original records in meeting the requirement of 
this section. 



V. Maintenance And Retention Of 
Records 

t 

Each institution under the Regular Disbursement 
System must maintain adequate records which in- 
clude: 

(1) The eligibility of all enrolled students who have 
applied for Basic Grants; 

(2) The name, social security number and amount 
jpaid to each recipient; 

(3) The amount and date of each payment; 

(4) The amount and date of any overpayment that 
has been restored to the program account; 

. (5) The "Student Eligibility Report" for each stu- 
dent; 

(6) The student's cost of attendance; 

(7) How the student's full or part-time enrollment 
status was determined; and 

(8) The student's enrollment period. * 

These records must be available for inspection by 
the Commissioner's authorized representative at any 
reasonable time in the institution's offices. Records 
must be kept for five years after the institution submits an 
accounting of each award period's funds to the Commis- 
sioner. • 
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VI. Fund Accounting Procedures 

Aj\ institution must deposit all Federal funds it 
receives under the Basic Grant, Supplemental Grant, 
College Work-Study and National Direct Student 
]2pan programs in an account which includes only 
th$» se funds. This account is subject to audit by the 
Commissioner. Funds received by an institution under 
this part' are held in trust for the intended student 
beneficiaries and may not be used or hypothecated for 
any other purposes. 

The detailed manual on accounting, recordkeeping 
and reporting which is published in conjunction with 
the Office of Education is "Accounting, Recordkeep- 
ing, and Reporting by Colleges and Universities for 
Federally Funded Student Financial Aid Programs 
(the *Blue Book')'\ Copies may be obtained by writing 
to^: • ' ' , . 

Student Financial Assistance 
Training Program 

918 16th Street, N.W. \ 
Mezzanine >- 
Washington, D.C 20006 . ' 



1 



VII. Audit and Examination 



(a) Federal audits. The Secretary, the Comptroller 
General of the United States or their duly authorized 
'representatives will have access to the' records 
specified in Section VIII and to any other pertinent 
books, documents, papers and records. 
• (b) Non-Federal audits. All Basic Grant Program 
transactions will be audited by the institution or at the 
institution's direction to determine at,^ minimum — 

(1) The fiscal integrity of financial transactions and 
reports; and . ' ^ 



(2) If such transactions are in compliance with the 
applicable laws apd regulations. Such audits will be 
p^rfiormed in accordance >vith HEW's *7wudit Guide*' 
for student fmancial aid programs. The audit will be 
I scheduled annually or, at least once every two years, 
depending on the size and complexity of the program. 

(c) Audit reports will be submitted for review to the 
institution's local regional office of HEW's Audit 
Agency. The* Audit Agency and the Commissioner will 
also be giver) access to records or other documents 
neces'sary to the audits' review. 
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Chapter 4 



Campus-Based Programs 

Supplemental Educational Opportunity Grants 
College Work-Study 
National Direct Student Loans 

This chapter will discuss items common to the cam- 
pus-based programs. More detailed discussion of each 
of the programs follows in' Chapter 5, Supplemental 
Educational Opportunity Grants; Chapter 6, ^College 
Work-Study; and Chapter 7, National Direct Student 
Loans. 



I. Administrative Responsibility 

Responsibilities for administration of the campus- 
based programs are shared by various units of the 
Federal government and by participating institutions. 



A* Federal Responsibilities 
1. Centra) OfTice • 

The bureau of Student Financial Assistance, U.S. 
Office of Education, Washington, D.t., 20202 is 
responsible for general administration of the programs 
at the national level. An organizational chart of the 
Bureau appears on page 1-5. 

The Bureau's responsibilities relative to the pampus- 
based programs include developing regulations, policy 
and program materials; answering questions that re- 
quire new policy decisions; recommending legislative 
, actions; pfeparing and^ distributing institutional ap- 
. plication materials; preparing and mailing funding 
allocation notices; and reviewing fiscal operations 
reports and audits. ; 

.2. Regional Ofrsce.USOE 

The Regional Office serving the State in which the 
institution is located is the first contact for informa- 
tion and answers to questions concerning program 
aperatioh. A list of Regional Offices with addresses, 
phone numbers and areas served appears in Appendix 
D. 

The llegional Office Staff not only &ssists»the institu- 
tion with a varieyj of developmental and operational 
* problems, but also conducts on-site visits, conducts 
application and regulatibn dissemination workshops; 
and conducts program reviews at institutions. In addi- 
tion, the Regional Audit Staff, Department of Health* 

Educ at ion and Welfare. arran gi;s for periodic prograni 

audits. • . 



B. InstitutionarResponsibilities 
1. In General 

Each participating institution is responsible for the 
ongoing operation of the programs on its own campus. 
_^.ItJs.theimancial-aid administrator's duty to ensure that 
eligible students receive the proceeds of these 
programs in accordance with the provisions of the law, 
the Agreement signed by th^ Commissioner of Educa- 
tion and the institution's chief administrative officer, 
and other criteria as jnay be established by the Com- 
missioner. The financial aid administrator must ac- 
complish the above with sensitivity to the overall mis- 
sion of the institution he/she represents. 

Additional general responsibilities of the institution 
include: subniissitfn of applications for Federal funds 
and fiscal operations reports to the Office of Educa- 
tion; adequate di«isemination of accurate information 
relative to types of aid programs, comprehensive 
educational costs^direct and indirect), ahd application 
prpcedures for individual students; evaluation of stu- 
dent applications ahd determination of need; packag. 
ing of aid to meet each student's need to the extent 
possible; notification to all applicants of action taken 
on their applications; counseling of students regarding 
financial aid matters; disbursement of funds to reci- 
pients; revision of aid packages to respond to unantici- 
pated situations; maintenance of adequate; records; 
scheduling of exit interviews for NDSL borrowers; and 
administration of the post-enrollment activities of the 
NDSL program. 

After an NDSL bofrower leaves the institution, the 
loan program administration involves notonly the nor- 
marcoUection function but also includes the process- 
ing of student requests for deferments, extensions, and 
cancellations of repaynient. 

— LateiLchapters of this handbook will discuss in detail 
responsibilities which are specific to eacl\ program. 
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2. Institutional Agreement 

An .institution that wishes to participate in Title i V stu- 
dent aid programs must enter into an Agreement with the 
Commissioner. The Agi cement must be sitjned by an 
ofFiciar of the institution who is legally authorized to 
assume, on behalf of the institution, the pbligations im- 
|H)SCd thereby. 

A single Agreement covers all Title IV programs. The 
agreement must be in effect for each year of continued 
participation. A copy of this agreement is in Appendix B. 



II. Application Process 

To participate in one or more of the campus-based 
programs, an institution must submit an application for 
each award' period (July 1-June 30) at a time and in a 
manner prescribed by the Commissioner. The specific 
requirements of the application are published annually 
^ in the FEDERAL REGISTER. This announcement' 
specifies submission dates and includes other pertinent 
information about the application process. The Division 
of Program Operations, BSFA, mails application forms to 
all participating institutions.- Other institutions should 
contact the Regional Office serving their state for applica- 
tion forms and information on application procedures. 
^'In the summer of 1977, the Commissioner appointed 
"a panel of experts on student financial aid to review 
•the process by which funds for the canipus based 
o programs are distributed to institutions. Tnis assign- 
ment, obviously; is very complex and time consuming. 
Work completed to date points to a conclusion that 
any: changes in the present method of distributinjg 
funds will be "phased in" over severaKyears. 

The first phase of the new application process wil be 
instituted with the application for funds for the award 
period July 1, 1979 to June 30, 1980. The detailed pro- 
cedures will be published in a Notice of .^Proposed 
' Rulemaking which will appear in the FEDERAL 
REGISTER in September 1978. The procedures are, 
with some modification, those that the panel of experts 
recommended. A summary of the recommendations 
was published in the June BSFA Bulletin. 



ML Allotment of Funds 

The formula for allotment of funds for campus- 
based student aid programs is unique for each of the 
three programs and is described in detail in the follow- 
ing sections of the Higher Education Act of 1965, as 
amended: 

Section 

SupplemenUl Educational Opportunity Grant 41 3D 

College Work-Study program 442 
National Direct Student Loan program *" 462 



Section 493C of the Act describes a slight, modifica- 
tion of these allotment procedures which became 
effective for the 1977-78 av^ar4,period. There is also a 
process for reallotment of funds for each of the three 
programs provided for in the Act. A simplified ex- 
planation of the allotment formula follows. ' 



A. Supplemental Educational 
Opportunity Grant Program 

1. Initial Year (I Y) Awards 

\ The statute specifies that 90 percent of the funds ap- 
propriated for initial year awards shall be allotted 
among the States and other eligible jurisdictions ac- 
cording to their proportionate share of the national 
full-time and full-time equivalent enrollment in institu- 
tions of higher education. The remaining* 10 percent 
shall be allptted among the States according toxtiteria 
established by the Comnfis^ioner of Education, except 
that the 10 percJent portion shall first be used to raise- 
each State to at least the level of its original, allotment 
for Fiscal Year 1972, if any State's allotment from the 
90 percent portion is less than that amount., The 
regulatory procedure established by the Commissioner- 
for allotment of the remaining funds has been to dis- 
tribute these funds to the States in which the allotments 
made thus far constitute the lowest percentages funda- 
ble of^ the aggregate funding recommendation, thus 
establishing a uniform minimum State percentage fun- 
dable. However, this procedure may be changed in 
response to the recommendations of the panel of experts. 

2„ Continuing Year Awards 

The statute specifies that the funds available for 
continuing year awards shall be allotted among the 
States in such a manner as the Commissioner deter-, 
mines will best achieve the purposes of the program. 
The regulatory procedure established by the Commis- 
sioner for allotment of continuing year funds is to 
divide the total amount available for continuing year 
awards by the ^aggregate continuing year funding 
recommendation, to determine a uniform national per- 
centage for funding all States. 

B. College Work-Study Program 

The statute specifies that portions of the appropria- 
tion f6r any fiscal year be reservedr(l) in an amount 
^ not to exceed 2 percent of the total for institution^ in 
the jurisdittions of Guam, Puerto Rico, the Virgin Is- 
lands, -American Samoa, and the Trust Territory of the 
Pacific Islands and (2) an additional amount for stu- 
dents who live in the latter two jurisdictions but attend 
eligible* iMtitutioniToutside those jurisdictions— Aft 
those amounts are reserved, 90 percent of the remain- 



ing funds are allotted among the fifty States and the 
District of Columbia, according to a tripartite formula 
which takes into account (1) each State's proportionate 
share of the full-time enrollment in institutions of high- 
er education, (2) each State's proportionate share of 
the tptal number^of high school graduates, and (3) 
each State's proportionate share of the total number of 
related children under eighteen in families with annual 
incomes under $3,000. 

.NOTE: For purposes of these allotments, the term 
"State'' includes the District of Columbia and the 
Northern Mariana Islands but does not include Puerto 
• Rico, Guam, American Samoa, the Trust Territory of 
the Pacific Islands, and the Virgin Islai^s, 

The statute specifies that the remaining 10 percent 
shall be allotted among the States according to criteria 
established by the Commissioner of Education, except 
that the 10 percent portion shall first be used to raise 
each State to at legist the level o^ its original allotment 
ibr Fiscal Year 1972, if any State's allotment from the 
90 percent portion is less than that amount- 
In the past, the regulatory procedure established by 
the Commissioner for allotment of the remaining iiinds 
has been to distribute the remaining funds to the States 
in which the allotments made thus far constitute the 
lowest percentage fundable of the aggregate funding 
recommendation, thus establishing a uniform 
minimum State percentage fundable. However, this 
procedure will be changed in response to the recom- 
mendations of the panel of experts. 

C. National Direct Student Loan 
Program 

The statute specifies that 90 percent of the funds ap- 
propriated for Federal capital contributions shall be 
allotted among the States and other eligible jurisdic- 
tions such that each State's proportionate share of the 
amount so allotted is equal to its proportionate siiare 
of the national full-time enroll,menl in institutions of 
higher education. The remaining 10 percent shall be 
allotted among the States according to ciiteria 
established by the Commissioner of Education, except 
the 10 percent portion shall first be used to raise each 
State- to at least the level of its original allotment for 
Fiscal Year 1972. The regUlatory procedure 
established by the Commissioner for allotment of the 
remaining funds has been to distribute these ftinds to 
the States in which the* allotments made thus far con- 
stitute the lowest percentages fundable of the aggreg- 
ate funding recomnK^ndation, thus establishing a 
uniform minimum State percentage fundable. 
However, this procecjure will be changed in response 
to the recommendations of the paneKof experts.'- 



IV. .Allocation of Funds to Eligible 
Institutions 

From the State allotments the SEOG lY allocation 
..for the institutions in each State has been determined 
by multiplying each institution's recommended 
amount for SEOG lY funds by the final SEOG I Y per- 
centage fundable for that State, so that all institutions 
within a State receive the same pro-rata share of their 
SEOG I Y repommended amount. The same procedure 
has been followed for CWS.and NDSL funds. The 
SEOG continuing year allocations for the institutions ' 
in each State have been determined, by multiplying 
each institution's recommended amount for<:Sntinuing 
year funds by the national percentage fundable, so that 
all institutions in the nation have received the aame- 
pro-rata share of their recomnjended amount. 



V. Reailocation of Funds 



AJ College Work-Study Program 

Each year, the Bureau of Student Financial Assis- 
tance conducts a reallocation of CWS funds. The 
source of funds for this reallocation is the unexpended 
authorizations remaining within each state which are 
reported on the institutional fiscal operations report as 
of the prior June 30. 

The recaptured funds from institutions projecting an 
underutilization are reallocated to institutions request- 
ing additional dollars within a given state. 

If an institution needs additional Federal funds to 
operate the College Work-Study program during the 
1978-79 award period, it should submit a letter re- 
questing the additional Amount to the Office of the 
Regional Administrator, Student Financial Assistance, 
which serves that institution's area. To be assured of 
consideration for a supplementataward,'a schooPsre- 
' quest must be received in the Regional Office no later 
than November 14, 1978. ^ " 

B. Supplemental Educational 
Opportunity Grant Program 

The Bureau of Student Fir^^ncial Assistance dis- 
tributes' allocation adjustment letters during the award 
period to all participating institutions, requesting them 
to forecast any unneeded SEOG funds and to release 
them, or to state the anticipated need for additional 
funds. The recapjtured funds from institutions project- 



ing an underutilization of funds are reallocated to in- 
stitutions requesting additional dollars within the same 
State. 

It is extremely important for the institution to re-' 
spond accurately and quickly to thi: request. Failure to 
deobligate funds projected as not being needed at a 
given institution will result in needy students being 
denied assistance at the other institutions needing ad- 
ditional dollars and will have an adverse effect on the 
instilational application for the subsequent award 
period. 

? 

ional Direct Student Loan 
Program 

There is currently no reallocation of NDSL funds. 



VI. student Eligibility 

A. Regular Sessions 

Students receiving campus-based fmancial assis- 
tance must meet the general provisions described in 
Oiapter 2 of this handbook. Each recipient must: 
. 1. be a national of the United- States or be in the 
United States for other than a temporary purpose 
. and intend to become a permanent resident thereof; 
or be a permanent resident of the Trust Territory 
of the Pacific Islands. (This regulatory requirement 
is identical to that of the Basic Grant program, A 
fuller discussion of the implementation of this provi- 
sion appears in Chapter 3.) 

'2. be accepted an J eligible for enrollment as at leabl 
a half-time student in good standing; 

3. demonstrate fmancial need according to each 
program's criteria; and 

4. not be a member of a religious community^ 
society, or order, who by direction of his/her com- 
munity, society or order is pursuing a course of 
study in an institution or who receives support and 
maintenance from the community, society or order. 
Individuals in these groups shall be deemed not. to 
have financial need. 

Further comments on eligibility appear in Chapters 
5, 6, and 7. 

B. Special Sessions 



To receive aid during a period of non-regular enroll- 
ment (special session) such as a summer or equivalent 
vacation period, a student will be eligible for campus- 
based assistance if he/she meets all eligibility require- 
ments for the regular session cited above, and 



L is enrolled and in attendance as at least a half- 
time student during the regular term immediately 
preceding such session; or 

2. will be enrolled or has been accepted for enroll- 
ment as at least a half-time student during the subse- 
quent regular ter n at the institution providing the 
assistance. 

Further information related to CWS employment 
during a special session appears in Chapter 6. 

C. Correspondence Study 

A student is considered as enrolled in a program of 
study by correspondence only after the student com- 
pletes and submits the first lesson. 

D. Domestic Exchange Programs 

A domestic exchange program is a program in which 
two institutions in the United States permit students 
pursuing a baccalaureate degree at one of those in- 
stitutions to complete as much as one year of that 
program at the other institution. For puqx)ses of deter- 
mining eligibility for assistance under the campus- 
based programs, a student in a domestic exchange 
program is considered to be enrolled in his or her 
"home" institution while studying at the "host" institu- 
tion. 



VII. Need Analysis 



4. General Definition 

Need analysis, the process of establishing the 
amount of eligibility for fmancial assistance for a stu- 
dent, has two major components: (1) a budget 
(reasonable, conipreherisive costs for an enrollment 
period); and (2) an expected family contribution (ex- 
pected resources from the student and his or her family 
during the enrollment period). 

If the student's budget exceeds the expected family 
contribution, that student has need. 



B. Budgets 

1. Conventional Domestic Programs 

The amount required to enable a student to pursue 
his/her education at an institution (budget) includes 
amounts charged for tuition and fees, the amounts 
charged by the institution or the expenses reasonably 
incurred for room and board, books, supplies and 
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transportation, and miscellaneous personal expenses, 
as well as expenses related to maintenance of a stu- 
dent's dependents. 

2. Correspondence Programs 

In the case of a.studept engaged in a program of 
study by correspondence, only the costs of tuition and 
fees may be recognized as a cost of education. 
However, travel, room and board costs incurred 
specifically in fulfillment of a required period of resi- 
dential training may be included. 

3. Foreign Study Programs 

Students enrolled in programs of study outside the 
United States which have been determined to be eligi- 
ble programs may receive financial aid; aawever, the 
budget used to determine eligibility may not exceed 
the budget which would have been used on the hoxne 
campus: An eligible program is one in which (1) 
enrollment is arranged or approved in advance by the / 
home institution; and (2) the student's academic per- 
formance abroad becomes a part of his/her academic 
record at the home institution, with credit or without 
(i.e., even failing grades and incompletes are 
recorded). 

If the student has reasonable additional costs, the 
student may obtain a Guaranteed Student Loan or 
some other source of funding to pay them. In such a 
case the Guaranteed Student Loan or other funds are 
not considered as resources for the purpose of deter- 
mining a potential overaward. 

4. Budgets -9Months vs. 12 Months 

Financial aid officials in institutions that use tradi- 
tional 9-month academic years have considerable 
latitude in determining whether a budget for 9 months 
or for 12 months should be used for a given student. 
For students attending both regular and summer ses- 
sions (going to school year-around) and for certain in- 
dependent students, a 12-month budget may be the 
most accurate representation of the student's actual 
cost. 

Special provisions apply to the treatment of earnings 
of students employed under the CWS program during 
summer vacations or other periods of non-enrollment. 
These are discussed on page 6-10. 

Budgets for students in institutions with unique 
enrollment periods should realistically reflect allowa- 
ble educational costs aslhey relate to the length of the 
enrollment period. 

Officials inHnstituiions— using the~Ba5ic"Grant — 
method of calculating an expected family contribution 
» should be aware that this method is not a complete 
need analysis system. Thus,.adjustments must be made 
when determining eligibihty for aid through the cam- 
pus-based programs. 



C. Family Contribution 

In order to comply with published regulations 
governing campus-based programs, an institution must 
use a need analysis system or method of calculation 
approved by the Commissioner of Education. All need 
analysis systems generate expected contributions from 
income and from assets with appropriate deductions 
and allowances to retain a reasonable amount of fi- 
nanciai resources to sustain a family. 

The calculation of an expected family contribution 
is relatively complex. Financial aid officers ad- 
ministering campus-based programs must become 
thoroughly familiar with the components of the ap- 
proved need analysis system utilized by their institu- 
tion. 



1. Major Items 

Some of the items which are considered in determin- 
ing the amount of an expected contribution from in- 
come and net assets of the individual filing the finan- 
cial document include: 

(a) the number of dependent children; 

(b) the number of dependent children in post-secon- 
dary education; 

(c) tuition incurred by dependent children who are 
attending elementary and secondary schools; 

(d) any serious illness in the family (family mem- 
bers include the student, the student's spouse, 
parents of dependent applicants as well as other in- 
dividuals claimed for Federal income tax purposes 
by the individual submitting the financial docu- 
ment); and 

(e) such other circumstances as may affect the 
ability of the individual filing the financial form, the 
student or his spouse to contribute toward the cost of 
education. 

In addition, most methods of calculating the 
amount of an expected family contribution will have 
an assumption of self-help through employment during 
periods of non-enrollment (summer earnings). 



2. Approved Systems 

Annually, the Commissioner appro vfes and 
publishes in the Federal Register a list of approved 
need analysis systems for depen^nt 'students. 

Systems for independent ^«(udents are approved 
without a definite expiratioi^ date, but the Commis- 
"Sioil ernniray~ requles^ ^'enociic~ omi firm ation that th^ 
system remain? in compliance with the criteria. Officials 
should note that some systems may be approved for use 
Nvith both dependent and independent students, while 
other systems may be used for only one of the two 
groups. 
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?f. Independent Student 

The various systems of financial need analysis have 
been developed under the assumption that parents are 
the primary source of support for dependent students. 

There are several situations where an expected 
parental contribution cannot or will not be available to 
a student. To assist institutions in determining the 
status of a financial aid applicant who is applying for 
aid as an independent student, the Office of Education 
has published the following regulation. 

A self-supporting or independent student is a stu- 
dent who: 

(a) has not and will not be Cdimed as an exemption 
for Federal income tax purposes by any person ex- 
cept a spouse for the calendar year(s) in which the 
aid is received or the calendar year prior to the 

• academic year for which aid is requested; 

(b) has not received and will not receive financial 
assistance of more than $600 from a parent(s) in 
the calendar year (s) in which aid is received or the 
calendar year prior to the academic year for which aid 
is requested; or 

(c) has not lived and will not live for more than two 
consecutive weeks in the home of a parent during the 
calendar year(s) in which aid is received or the 
calendar year prior to the academic year for which 
aid is requested. (Note; for the NDSL program only, 
a veteran is considered self-supporting). 

If both parents are deceased prior to the time of sub- 
mission of an application for aid, the aid applicant will 
be considered as an independent student even though 
one or more of the above conditions may not be met. 

For purposes of determining a student's financial 
need for the campus-based programs, the financial aid 
officer, upon the request of a student, may waive the re- 
quirement of a parental contribution from a student 
who cannot qualify as an independent student under 
the above definition, if the student meets certain cri- 
teria. The precise regulatory requirement, identical for 
the three programs, appears in Sections* 176.12(c), 
175.12(c), and 144.12(c) of the SEOG, CWS, and 
NDSL program regulations, respectively. The financial 
aid officer must make a written record of the reasons 
for such a determination. Because of the entitlement 
nature of the Basic Grant program and the necessity to 
treat all applicants uniformly, such exceptions are not 
permitted for that program. 



D. Exceptions for Need Determination 
for Indian and Native American Families 

In calculating the expected famr'y contribution for 
eligible Indian or Native American students, the 



following are excluded from consideration as income 
or assets: 

1. funds received in an award under the Distribu- 
tion of Judgment Funds Act or the Alaski^ Native^ 
Claims Settlement Act, 

2. property which may not be sold or encumbere^^ 
without the consent of the Secretary of Interior, and 

3. any other property held in trust for the student or 
his/her family by the United States Government. 



VIM. Coordination Of Aid Programs 



A. Coordinating Ofrscial 

The institution is required to appoint an official ^ho 
will be responsible for coordinating the campus-based 
programs with all other programs of^ student assis- 
tance, both Federal and non-Federal, at the institution. 



B. Maximum Awards and Overawards 

An institution may not award aid to a student 
through the campus-based programs in an amount 
which, when combined with all other resources, ex- 
ceeds the student's financial need. In no case may a 
student's financial need exceed his/her cost of educH^ 
tion. 

There are certain exceptions to . the award limit 
stated abovQ. IThese exceptions uXc explained in Sec- 
tions 144.14, 175.14, and 176.14 of the program 
regulations and relate to resources which the student 
receives after the institution has made an award of aid. 
Officials should note in particular the procedures 
prescribed for handling "surplus earnings" from 
employment to prevent an overaward. 



C. Resources 

The resources mentioned in paragraph B include but 
are not limited to: 

1. the amount of money a student is entitled to 
receive under the BEOG program even though the 
student may not have applied for the grant; 

2. any waiver of tuition and fees; 

3. any scholarship or grant-in-aid including State 
grants, athletic scholarships and grants; 

4. any fellov/ships or assistantships; 
5_a-loan-(or a -portion-ot a-loan-as-appropriate)-^- 
made under the Guaranteed Student Loan program 
as explained in Sections 144.14, 175.14, and 176.1^^ 
of the program regulations; 

6, any long tWm loan made by the institution other 
than a GSL; and ' | 
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7. any expected net earnings from employment dur- 
ing periods for which the student is receiving cam- 
pus-based aid, "Net earnings" means gross earnings 
minus required taxes and costs incidental to obtaining 
the earnings. 

By letter of April 6, 1978, Sam Brown, Director of 
ACTION, has confirmed the Office of Education's 
position that the "stipend received by UYA volunteers 
will be considered as a resource element in the stu- 
dent's total financial aid package." It«hould be noted 
that if students incur additional expenses such as in- 
creased living expenses in the neighborhood in which 
they serve, as a result of participating in UYA, these 
increased costs are considered to be a cost of educa- 
tion. 



D. Coordination with Bureau of Indian 
Affairs Educational Grants-in-Aid 

In preparing a financial aid package for a student 
who is or may be eligible for educational grants ad- 
ministered by the Bureau of Indian Affairs (BIA), the 
institutional financial aid officer will initially develop 
an assistance package without considering any poten- 
tial or awarded funds from the BIA. 

Then, if the total financial assistance package, after 
the addition of BIA funds; does not exceed the stu- 
dent's need, no adjustment of campus-based aid is 
necessary. 

If the total package plus BIA grants does exceed the 
leed, the reduction of campus-based aid will be com- 
pleted in the following sequence: 

1 . first, the reduction of aw ards or proposed awards 
in the form of National Direct Student Loans will be 
completed: 

2. If an excess still remains after the loan adjust- 
ments, reductions will next be made - from any 
awards or proposed awards in the form of College 
Work-Study. 

3. If an excess still remains after woik-study adjust- 
ments, reductions will be made from any award or 
proposed award in the form of a Supplemental 
Educational Opportunity Grant. However, under no 
circumstances is a grant under the Basic Educa- 
tional Opportunity Grant program to be reduced. 
The sequence of reductions may be altered if re- 
quested by the student; and if siich an alteration more 
adequately meets the need of the student. 

In determining the amount of financial need of stu- 
dents eligible for BIA grants-in-aid, the institution's fi- 
nancial aid officer is encouraged to consult with BIA 
area officials responsible for administering BIA 



jstsecondaTy-financial aJ5tstance~pi^Tams. These" 
officials are generally familiar with the individual fi- 
nancial circumstancc'i of the students concerned. 



IX. Administrative Expense 
Allowances 

An institution is entitled, for each award period dur- 
ing which it provides financial aid from campus-based 
programs to eligible students, to an administrative cost 
allowance for its expenses in administering the cam- 
pus-based programs during the award period. 1 he ad- 
ministrative expense allowance is payable from the 
funds established for each of the three programs and is 
in an amount equal^to 4 percent of: 

A. the amount of National Direct Student Loans 
advanced during the award period minus certain re- 
funds and prepayments as explained in Section 
144. 32(d) of the NDSL regulatiras; 

B. the gross compensation earned by college work- 
study students under the CWSP, including the 
Federal share from its allocation for that period and 
the institutional share for both on and off-campus 
programs; and 

C. Supplemental Educational Opportunity Grants 
paid to students from its allocation during the award 
period. 

The aggregate amount drawn by an institution from 
the campus-based programs to pay its expenses for 
administration for all Federal programs of stiident fi- 
nancial aid may not exceed $325,000 for any award 
period. 

Any institution which receives an administrative cost 
allowance for any award period must first use the 
funds to adequately provide Student Consumer Infor- 
mation Services as described in Oiapter 2 of this 
Handbook. 

If funds remain, the institution m\\ use those funds 
for othei: costs of administering the campus-based 
programs as it determines necessary. 



X. General Fiscal Responsibilities 

Fiscal responsibilities for administering campus- 
based programs are discussed in detail in Sections 
.144.19, 175. 19, and 176. 19 of the program regulations 
andMn the ''Blue Book". Although these respon- 
sibilities are assigned to the chief fiscal officer of the 
institution, it is essential that financial aid administra- 
tors become familiar with the fiscal office procedures 
at their institutions to ensure that' financial aid office 
activities are conducted so as to comply with the ap- 
propriate fiscal office procedures. 
Conve rsely, it is im portant that fiscal office person- 



nel at the institution have a general understanding of 
financial aid program philosophy and program ac- 
tivity. This can be accomplished only throu^ a con- 



id 

EKLC 



Si,' 



4-9 



;tinuous dialogue between individuals responsible for 
the progi'^am (Financial Aid'Adn^iniatrator) and fiscal 
operations (Chief Fiscal Officer) at the institution. 

The program/fiscal functional responsibilities 
must be divided so that a single individual does not 
bear soj/fe responsibility for the entire administration of 
ihe programs. 



XI. Records and Reporting 

r 

Each institution must establish and maintain on a 
current basis adequate records which reflect all trans- 
actions with respccj^to program ar\d fiscal activity as 
they relate to the administration of campus-based 
programs. The records must be maintained in such a 
manner as to identify all program and fiscal transac- 
tions separately from other institutional activities and 
funds. - 

The records for any award period must be retained 
for a period of five years following the date of submis- 
sion of the Institutional Fiscal JDperations Report, 
unless a longer retention pericm is necessitated be- 
cause of audit resolution. problems. 



A. Program Records 

Form(s) must be used to gather data in a uniform 
manner from each applicant containing information 
relative to all eligibility criteria. The individual appli- 
cant's file should also reflect the student's budget, 
available resources; identity of the institutional official 
who made the determination on each application; 
amount and type of aid awarded, if any; a record of the 
notification of action taken (award or reject letter); a 
copy of-a statement by the student accepting or declin- 
ing the award (or cancellation by the institution in the 
event of no response by a recipient); Affidavit of 
Educational Purpose; and other forms required by the 
various programs. It should also be noted that docu- 
ments of rejection, cancellation, and declination must 
be retained even though no funds were disbursed. 

The institution may wish to contact its Regional 
Office for assistance in developing institutional forms 
and other records required to ensure adequate ad- 
ministration of the programs. 



B. Fiscal Records 

The fiscal records at the institution must be main- 
-t aine d i n a m anne r w hidrprovides-a-ctcar-audit-tfaib- 
Suggested format for fiscal records and procedures is 
included in the Blue Book. 



C. Audits 



1. Federal 



The Secretary of Health, Education and Wel^ire 
and the Comptroller General of the United States, or 
avjtf of their duly authorized representatives, will have 
access, for the purpose of audit and examination, to 
campus-based student financial assistance records and 
supporting documents maintained by the institution. 

The records involved in any claim or expenditure 
which has been questioned by Federal audit must be 
retained until resolution of aAy such audit questions; 
however, records of questioned transactions which in- 
volve attempt^ to reco\er funds to the Federal Trea- 
sury need not l^ retained following expiration of the 
statute of limitations. 



2. Non-Federai 

The institution will conduct audits or direct audits to 
be conducted to determine, at a minimum, the fiscal 
integrity of financial transactions and reports, and 
whether such transactions are in compliance .with ap- 
plicable laws and regulations. The audits will be per- 
formed in accordance with the Department of Health, 
Education and Welfare "Audit Guide" for student fi- 
nancial aid programs, and will be scheduled not less' 
frequently than once every two years. Each audit must 
cover the entire time that has elapsed since the last 
audit. 



D. Fiscal Operations Reports 

An institution ^vill-subTnit^^n annual Institutional 
Fiscal Operations Report and other reports and infor- 
mation as the Commissioner may require in connec- 
tion with the administration of campus-based student 
aid programs. 

-The fiscal operations report is mailed each summer 
to all institutions which participated in one or more of 
the campus-based programs during the twelve-month 
award period ending June 30, and is usually due in the 
Campus and. State Grant Branch, DPO about Septem- 
ber 1 of each year. The exact due date for each report 
is contained in the cover letter accompanying the 
report. 

The fiscal operations reports provide an excellent il- 
lustration for the needed cooperation between the fis- 
cal office and the financial ^d office. The report is 
-developed^tlviHfefmatiG R- maintained4n-both-Qffi 
and is jointly signed by the Chief Fiscal Officer and the 
Director of Financial Aid. 
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Chapter 5 



Supplemental Educational 
Opportunity Grant Program 



Statutory Authority and Purpose 



A. Statutory Authority 

The Supplemental Educational Opportunity Grant 
(SEOG) program is authorized under Subpart 2, Part 
A oi Title I V of the Higher Education Act of 1965, as 
amended by the Education Amendments of 1968, 
1972 and 1976. 



B. Purpose 

The SEOG program was established to assist in 
making the benefits of postsecondary education avail- 
able to qualified students who, for lack of financial 
means of their own or of their families, would be un- 
able to obtain such benefits without the grant. 



H. student Eligibility 

Supplemental Educational Opportunity Grant reci- 
:pients must meet the criteria described in Chapter 2 
(General Provisions) and Oiapter 4 (Campus-based 
Programs). In addition, the following eligibility factors 
apply 'to SEOG recipients. 



A. Undergraduate Student 

All SEOG recipients must be undergraduates. An 
undergraduate student is one who is in attendance at 
an institution of higher education and who has not 
earned a first baccalaureate or professional degree, • 

A student who has jiot earned his first baccalaureate 
or professional degree and who is enrolled in a 
program of study at the postsecondary levc! which is 
designed to extend for more than four academic years, 
i s not considered as an underg raduate s tudent in that 
portion of the program that involves study beyond the 
fourth academic year unless that program leads to a 
first degree and is designed to extend for a period of 
five years. 

An undergraduate course of study means a regularly 



prescribed curriculum for an undergraduate student at 
an institution of higher education. 



B. Financial Need 

The SEOG recipient mi. ^ demonstrate exceptional 
financial need. The current regulatory definition states 
that if the expected family contribution as calculated 
using an approved need analysis system does not ex^ 
ceed 50 percent of the cost of education for a^iven stu- 
dent, that student has established exceptional financial 
need. 

To award an SEOG; the Institution must determine 
that the recipient would be financially incapable -^f 
pursuing a course of study at the institution without the 
SEOG, 



C. Academic Promise 

SEOG recipients must demonstrate evidence of 
academic or creative promise and capability of main- 
taining good standing in their course of study. 



UK Program Requirements 

A. Duration of Eligibility 

The number of years for which a student may 
receive an SEOG is the period required for the comple- 
tion of the undergraduate course of study being pur- 
sued by the student. The period may not exceed a total 
of four academic years, with the following exceptions: 

1 . the student's progranri of study is designed by the 
institution offering it to extend over five academic 
years; or , 

2. because of individual particular circumstances, 
the student is determined by the institution to need 
^ additional year to co mple t e a e ou rsc of stu dy- 



normally requiring four academic years, in which 
case such a period may not be for more than one ad- 
ditional year! 

For campus-based programs an academic year is a 
period of time generally of not less than eight months 
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in which a ftiU-time student would normally be ex- 
pected io complete the equivalent of two semesters, 
two trimesters, three quarters or 900 clock hours of in- 
struaion. 

Eligibility is based on disbursed grants, not enrolled 
terms. A student enrolled as a half-tim^ student in a 
normal four-year program could receive awards for up 
to 8 years calculated to relate to the half-time enroil- 
meilt status. A student receivin'^ a grant while enrolled 
in a special session (see Chapter 4) will be con-" 
sidered to have expended at least one-half of a 
semester, trimester or quarter, as the case may be, of 
grant eligibility. 



B. Limitations on Awards 



1, Maximum Awards 

, The maximum academic year award is $1,500. The 
maximum 4-year aggregate award is $4,00C. For stu- 
dents eligible to receive an SEOG for five years (see 
paragraph A above) the maximum aggregate award is 
$5,0()0. , 

NOTE: The duration of eligibility and the maximum 
aggregate av/ard apply to all students pursuing an un- 
dergraduate course of study zi one or more institUr 
tions. This necessitates maintaining cumulative 
records on all SEOG recipients at a given institution 
and obtaining a financial aid disbursement history, 
such as a Financial Aid Transcript, from all institu- 
tions of prior attendance for students transferring to an 
institution who make application for an SEOG. 



2* Minimum Award 

The minimum SEOG av/ard permitted for an 
academic year is $200. If after application of all 
eligibility criteria, a given student*s eligibility for an 
SEOG is less than $200, no payment may be made to 
that student for that year. 

J • 

3* Additional Limitation 

'One-half of package - An SEOG cannot exceed 50 
percent of the fiivancial aid awarded to a student by the 
institution for an award period. 



4. Less Than Academic Year Enrollment 

The amount of a grant awarded t) a student for any 



C. Matching 

^ ■ 

The enabling legislation for the SEOG program in- 
cludes a matching requirement which specifies that aid 
equal in amount to the SEOG must be provided to the 
student during the dward period. Eligible matching 
funds are identified in two major classifications: 
1 . Any aid which is made available through, i.e. con- 
trolled by, the institution itself including Federal fi- 
nancial aid funds. (NOTE: Although Basic Grants 
are not controlled by the institution, they are eligible 
funds for matching SEOG's). 
. 2. Gift aid (scholarships, grants) which the student 
receives from a State agency, a private organization, 
or a private institution. 

''Aid made availalple through the institution-' means 
gift aid (scholarships and grants), loans, and employ- 
ment programs which are administered by the institu- 
tion regardless of the source of funds. At a minimum 
the following criteria must apply for any aid program 
to be considered under the control of the institution: 

1. the institution m jst accept and review applica- 
tions for the financial aid program; 

2. the institution must select' the recipient of such 
aid; and 

3. the institution must determine the amount of such 
aid and receive assurances that students selected 
will receive such aid. 

It is the institution's responsibility to see that the 
SEOG is matched with eligible matching funds. All 
awards involving SEOG funds must have the matching 
funds clearly documented in the student's folder and 
the award letter must explain the SEOG matching 
requirement. If the student declines a portion of the 
matching aid. additional eligible matching funds must 
be substituted in the aid package or the SEOG must'be 
reduced. Similarly, if any matching source is with- 
drawn or changed after the disbursement of the SEOG, 
the institution must supply new matching funds. 

Guaranteed Student Loans (GSL) are generally not 
acceptable for matching SEOG funds since the iap- 
plication is received by the lending institution and the 
decision to lend the money is n\ade by the bank, sav- 
ings and loan association, credit' union, etc. There are 
however, three situations in which Guaranteed Student 
Loans are eligible as SEOG matcliing: 

1. when the institution participates as a lender in 
the GSL program, loans from the institution's GSL 
Fund" are eligible for matching an SEOG; 

2. when the institution provides guarantee funds to 
a State or private loan program or to United Student 
Aid Funds, Inc., for their College Reserve program, 
GSL's provided by a non-institutional lender would 



period which is less than an academic >ear in length is 
limited by a maximum and a minimum which bear the 
. same proportion to $1,500 and $200 respectively, as 
the length of that period bears to the length of an 
academic year. 



be eligible for matching an SEOG; or 
3. when institutional action commits GSL funds, 
regardless of the provision for guarantee funds. 
The following is a list of appropriate sources of 
matching funds for the SEOG" program: 
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1. Institutional Grant-in-Aid 

2. Institutional Scholarships 

3. Institutional Waiver of Fees 

4. Institutional Waiver of Tuition 

5. State Scholarships 

6. State Grants 

7. Basic Educational Opportunity Grants 

8. Scholarships provided by a group outside the in- 
stitution 

9. Grants provided by a group outside the institu- 
tion. 

10. Nursing Scholarships 

11. Bureau of Indian Affairs Grants to Students, if 
the institution reviews the application for such 
grants, selects the- recipients, and determines the 
amount of such grants 

12. Law Enforcement Education Program Grants 

13. Institutional Loans, including Insured Loans, if 
the institution is a lender 

14. National Direct Student Loans 

15. Nursing Loans 

16. Health Profession Loans 

17. GuarantSd Student Loans for programs where 
the guarantee funds are provided by the institu- 
tion or if the institution is responsible for com- 

^ mitting the loan 

18. Law Enforcement Education Program Loans , 

19. Institutional employment 

20. Income from employment contracted by an in- 
stitution with a private concern, with a provision 
that given number of students' jobs (not paid 
from College Work-Study funds) are in the con- 
tract, e.g., food service 

21. Gross earnings from the College Work-Study 
program. (This includes summer earnings ap- 
plied to the student's aid package for the next 
regulai" academic year ) 

Funds Not Eligible for Matching SEOG Awards 

1. Guaranteed Student Loan program in which the 
institution does not provide any funds or ap-^ 
proval 

2. Any loan contracted independent of the institu- 
tion 

3. .Employment not made availaWf; through the in- 
stitution 

4. Social Security Educational Allowances 

5. Vocational Rehabilitation Benefits 

6. Veterans. Administration Benefits 

a. G.I. Bill 

b. War Orphans ' • 

7. Student Savings 

8. ROTC,NROTC,AFROTC Scholarships or pay: 
ments ' ' 

— 9. Federal Boyern men^ineofnerergTrrescarch-iindei^ 
a federal grant 
If a financial -aid administrator is uncertain about 
any type of aid being eligible or ineligible as an SEOG 
match, a request for clarification by the Regional, 
Office of Education would be appropriate. 



D. Recruitment of Students 

The SEOG legislation states that* institutions, in 
cooperation with other eligible institutions where ap- 
propriate, should make efforts to identify qualified 
youth of exceptional financial need and encourag^ 
them to continue their education beyond secondary 
school. This can be accomplished by establishing or 
strengthening close working relationships with second- 
ary school personnel and making, to the extent possi- 
ble, conditional commitments to students in the group 
identified as meeting SEOG eligibility ^riteria"!^ 

E. Designjition of Funds 

FUiids representing the SEOG program are iden- 
tified as two distinct types, (1) Initio Year (lY) grants 
and (2) Continuing Year (CY ) grants, and are authorized 
by the Office of Education in specifr. amounts for each 
program. The funds may not be transferred directly 
^ from Initial to Continuing or vice versa at the institu- 
tion. 

An initial grant is the grant awarded to a student for 
the first academic year in which he or ^he receives a 
Supplemental Grant. All other Supplemental Grants 
awarded to that student are to be continuing grants. 

The initial grant is applicable to periods of enroll- 
ment of up to "One academic year as defined by 
program regulations. For the majority of college and 
university students, this will probably be the regular 
academic year beginning in the fall and consisting of 
two semesters or trimesters or. three quarters. 
.However, a number of exceptions can be expected, 
such as the student who begins at mid-year. 
Historically, the Office of Education has allowed two 
interpretations of such a case. In one, the academic 
year ends at the cortipletion of the spring term and the 
initial grant'.also ends then. If the student re-enrolls in 
the summer, any Supplemental Grant that he or she 
receives is a continuing grant. In the second interpreta- 
tion, the initial grant extends through the summer ses- 
sion, in effect, coverings the second semester of the 
regular academic year plus the summer Session. 

As related to proprietary institutions. Section 176.2 
of the SEOG Regulations defines **academic year" as 
'*not less than ... 900 clock hours of instruction." 
Thus, if a student enrolls in a proprietary institution 
for a continuous program of 900 clock hours (or 9 
months) or less and receives a Supplemental Grant for 
the first time, that J^rant would be an initial grant for 
the entire 900 clock hours. 

iTTprograms longer than 900 hours (or 9 months)77. ~ 
given student might receive either an initial grant alonr 
or both initial and continuing grants depending upon 
circumstances. The factors contributing to the decision 
include the ^nature of the program^and the number of 
*'-'*<yKtrations or other logical baseS for dividing the 



program into two or more segments. For example, if 
there is a single registration for a program of 9 or 10 
months, it would be appropriate to consider this a 
single academic year and to award a beginning student 

. (who had*not previously recei ved an SEOG) an initial 
grant for the entire period. However, if the program 
extends beyond 10 months, it seems reasonable to 
award an initial grant for the first 9 months and one or 
more continuing grants for the remainder of the 
program. A 15 month program, for example, would 
probably be divided into 9 month and 6 month por- 
tions. A grant for the first 9 months would be an initial 
grant, while that for the final 6 months would be a con- 
tinuing grant. It is important to note that each grant 
award must be at least S200. 

Payments to Supplemental Grant recipients are made 
from funds for the award period in effect at the time of 
disbursement. Students enrolled in a program wHich 
spans June 30, then may receive disbursements from 
funds from two award periods even though a single 
grant (either initial or continuing) may be involved. As 

_anjex iniple, a stirdent enrolls in an S-month program 
beginning on April 1, and two payments are to be 
made, the first upon enrollment in April and the sec- 
ond at the mid-point in August. The first payment 
would be made from award period one and the second 
from award period two. If the grant is an initial grant, 
both payments would be from lY funds. If it is a con- 
tinuing grant, both payments would be from CY funds. 



IV. Transfer of Funds to the College 
Work-Study Program 

An institution is permitted to transfer up to 10 per- 
cent oflfsallocati^ period under SEOG 
to its allocation of funds for that same award period to 
its College Work-Study program. It is not necessary to 
request permission from Office of Education to effect 
such a transfer. Similarly, an institution may transfer 
from CWS up to 10 percent of its allocation to SEOG. 
This provision gives an in«:citution flexibility in the use 
of its funds once they have been allocated to the in- 
stitution. " 

If the institution finds that it needs additional funds 
in the Supplemental Educational Opportunity Grant 
program and is unable to "fully utilize its Colleg-^ 
Work-Study program allocation, it may then want tc 
transfer up to 10 percent of the CWS funds to SEOG in 
order to utilize all of the funds allocated. These funds 
may be used either in the initial year SEOG account or 
conitnmng SEOG account or splif~betweefnhe two in 
whatever proportion is desired. Si^nilarly, if an institu- 
tion is short of funds in CWS but has extra funds in 
SEOG, it may transfer up to 10 percent from the initial 
and/or continuing year accounts to CWS. The amounts 
may come all from the initial year account or all from 



the continuing year account or split between the two, 
provided that the total amount transferred does not ex- 
ceed 10 percent of the combined initial year^and con- 
tinuing SEuG allocation for that year. 

This transfer of funds will be reported on the in- 
stitutions fiscal operations report. When making a 
transfer from one account to another, an institution 
must expend all of the fur^ds transferred prior to the* 
end of the fiscal year or return the unexpended 
balance to the original account. For example, an in- 
stitution is sliurt in initial year SEOG funds and has 
extra funds in CWS. It decides to transfer $5,000 from 
CWS to initial year SEOG. At the end of the year, it 
finds that it has only expended S4,000 of the funds 
transferred into the initial year SEOG account. In such 
a case, the other SI, 000 transferred must be returned 
to the original CWS account. In this example, the in- 
stitution would report $4,000 as the amount of the 
transfer from CWS to initial year SEOG. 



V. Maintenance of Level of Student 
Scholarship. and' Student Aid 
Expenditures 



A. Purpose 

The purpose of the maintenance of effort require- 
ment, historically and currently, is to ensure that in- 
stitutions participating in the College Work-Study 
and/or Supplemental Educational Opportunity Grant 
programs do not use Federal funds in place of institu- 
tional funds for student financial aid. Each institution 
participating in either- of the two- programs is required 
to continue to spend during each Federal award period 
in its own graduate and undergraduate scholarship 
and student aid programs (including student employ- 
ment) an amount^ot less than the average expenditure 
per year made for that purpose during the most recent 
three fiscal years immediately preceding the effective 
date of its agreement with the Office of Education. 

Once established, this average is permanent and 
does not change from one year to the next unless one 
of the following situations occur: (1) an institution is 
participating in only one of the' two programs (i.e., 
SEOG or CWS) and subsequently enters the other 
program; (2) ah institution drops out of one or both of 
the programs and re-enters at a later date; or (3) new 
legislation requires the institution to recalculate its te- 
quired expend itiire<; - . 



B< Definition of Institutional 
Scholarship and Student Financial Aid 

The term "institutional scholarship and student finan- 
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cial aid" encompasses any expenditure of institutional 
funds for scholarships, grants, loans, and employment at 
both the graduate and undergraduate levels. This in- 
cludes any funds which are given to the institution from 
an organization outside the institution but which are con- 
trolled and administered by by the institution and are 
awarded to student as scholarships or son c other form of 
student fmancial aid. 

An institution must include as part of its maintenance 
of effort those expenditures for scholarship or student 
aid given tc students who are not eligible to 
participate in the College Work-Study or Supplemen- 
tal Educational Opportunity Grant programs as well as 
institutional fmancial assistance given to those stu- 
dents who are eligible for these programs. The Office 
of Education recognizes that there may be some 
difficulty in determining the degree to which certain 
categories of institutional expenditures can be 
classified as student aid and therefore permits some 
flexibility so long as each institution follows a consis- 
tent procedure from^ear to year. 

The level for a particular institution is determined 
by calculating the average of the expenditures made 
during each ofxhe three fiscal years immediately pre- 
ceding the latest of the following dates: 

1. the effective date of any agreement under the 
College Work-Study program or the Educational 
Opportunity Grants program which was in effect on 
June 30, 1973; 

2. the fiscal year fo.*- which the institution receives or 
received its first allocation of funds under the Col- 
lege Work-Study program; 

3: the fiscal year for which the institution received 
its first allocation of funds under the Educational 
Opportunity Grants program; or 
4. the fiscal year for which the institution recei ves or 
received its first allocation of funds under the Sup- 
"^plemental Educati6na[13pp«5rtu^^^^ Grant program 
if the institution did not participate in the Educa- 
tional Opportunity Grants program during the 
1972-73 fiscal year. 

C. Types of Expenditures to be Counted 
as Institutional Scholarships and Student 
Financial Aid 

The main typeS of expenditures which are to be in- 
cluded in the maintenance of effort computations are 
as follows: 

1. institutional grants-in-aid; 

2. institutional scholarships, including state 
scholarships if they are cpntrolled and administered by 

the institution; 

3. institutional waivers of tuition or fees; 

4. institutional student loans; 

5. institutional share of National Direct Student 
Loans; 



6. loans made under the Guaranteed/Federally In- 
sured Student Loan program if the institution is the 
lender; 

7. institutional share of ^United Student Aid Funds, 
Inc., College Reserve program; 

8. institutional share of Nursing and Health Profes- 
sions financial aid programs; 

9. institutional employment (exclusive of Federal 
share of College Work-Study program); 

10. institutional share of College Work-Study 
program (limited to on-campus institutional share 
unless the institution has provided off-campus 
matching share from its own funds); ' 

11. student wage5 from employment contracted by 
'an institution with' a private concern, with a provi- 
sion that a given number of student jobs (not paid 
from College Work-Study funds) are in the contract 
(e.g., food service, maintenance, etc.). 

In the area of student employment, all work per- 
formed by students for the institution is to be included, 
regardless of its purpose and whether such work is full- 
time, part-time, seasonal, temporary, sporadic, etc. 
The institution should count actual cash payments for 
the fair cash value of payments made in services in 
return for work performed by students. It is immaterial 
how the institution records such employment in its 
books. For example, some institutions may refer to 
their student employment program as a "work scholar- 
ship" or "work grant" program. This is particularly 
true at institutions which provide work opportunities 
for all students. 

D. Types of Expenditures not to be 
Counted as Institutional Scholarship and 
Student Financial Aid 

The following are example^ of sources of fmancial 
assistance that cannot be counted as scholarships or 
student financial aid for purposes of computing the 
• maintenance of effort figure: > ^ . \ 

1. scholarships, grants or gifts which are not ad- 
ministered or controlled by the institution and are 
given directly to students by groups or organizations 
outside the institution; 

2. State scholarships which are not administered 
and controlled by the institution; 

. 3. loans from outside sources which are not subject 
to Control by the institution; ^ 

4. loans under the Guaranteed/Federally Insured 
Student Loan program unless the institution is the 
lender; 

5. student employment not managed— and- con-- 
trolled by the institution; 

6. income from jobs financed by the Federal 
government through research under a Federal 
grant; 

7. Federal share of National Direct Student Loans, 



Cbllege Work-Study, or Nursing and Health Profes- 
sions finacictal aid programs; 

8. government benefits such as Social Security, G.I. 
Bill, war orphans, vocational rehabilitation, etc.; . 

9. ROTC and NROTC scholarships; 

10. specialized programs of various Federal agen- 
cies such as Bureau of Indian Affairs and Law En- 
forcement Assistance Administration. 



E. Reporting Maintenance of Effort 

An institution is generally requested to furnish its 
maintenance of effort data in a special smion of the 
institutional application to participate in Federal stu- 
dent financial aid programs. When first establishing an 
average, the institution will report ihe pertinent figures 
concerning iri:>titutional expenditures for scholarships 
and student aid for the^ previous three fiscal years. 
Each year thereafter the^ institution will report only its 
expenditures for the previous fiscal year. 



F. Waiver of the Maintenance of 
Level of Effort 

The Commissioner is authorized to waive the main- 
tenance of effort for a fiscal year under special and 
unusual circumstances. These circumstances would in- 
clude such conditions as an institution's inability to ex- 
pend the amount required due to a withdrawal of 
funds from outside sources or a decline in enrollment 
>v1iere the institution continued to expend in its own 
scholarship and student aid programs on a pre- 
enroUed student basis an amount at least equal to the 
average amount expended for enrolled students during 
the three year base period. 

Waivers may also be granted in special circum- 
stances if an institution withdraws as a lender under the 
Guaranteed/Federally Insured Student Loan program. 
An institution which is having difficulty maintaining its 
level of effort should contact its Regional Office of 
Education for advice and assistance on this problem. 
If a waiver is in order, the Regional Office can assist 
the institution in submitting to the Bureau of Student 
Financial Assistance the appropriate information and 
a description of the circumstances which would justify a 
waiver. 
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Chapters 



College Work-Study 
Program 



I. statutory Authority and Purpose 

A. Statutory Authority 

The College Work-Study program was originally 
authorized by the Economic Opportunity Act of 1964. 
The Higher Education Amendments of 1968 (P.^. 
90-5'^^) transferred the statutory authority for the 
progr-.m to the Higher Education Act of 1965 (P.L. 
89-329), as amended. CWS is currently, authorized 
under part C of Title IV of the Higher Education Act 
of 1965 as amended b; the Education Amendments of 
1968, 1972 and 1916^, inter alia. 



B. Program Purpo.se 

The .orimary purpose of the College Work-Study 
program (CWS) is to stimulate and promote the part- 
time employment of students. The program is designed 
for those students who have, great financial need and 
who are in need of the earnings to pursue a course of 
study at an institution of postsecondary education. 
CWS is oftentimes awarded to students with other 
forms of financial assistance. This enables students 
with the greatest need to meet their educational ex- 
penses without the necessity of incurring an unduly 
heavy burden of indebtedness. The program is also in- 
tended to broaden the range of worthwhile job oppor- 
tunities for qualified students. Federal grants are made 
to eligible institutions which desire to participate in 
CWS. 



li. Institutional and Program 
Eligibility 

A. Institutional Eligibility 

In order to participate in CWS an eligible institution 
must be located in one of the 50 states of the Union, 
the District of Columbia, the Commonwealth of Puerto 
Rico, Guam, American Samoa, the Trust Territory of 
the Pacific^'lslands, the U. S. Virgin Islands or the 



Northern "Mariana Islands. Eligible institutions in- 
clude institutions of higher education and proprietary 
institutions of higher education as explained in 
Chapter 2. Area Vocational schools may also be eligi- 
ble as. explained in the following section. 

B. Area Vocational Schools 

''Area vocational school" includes specialized high 
schools, a department of a high school, technical or 
vocational schools, and department or divisions of a 
junior college or community college or university 
operating under the policies of the State Board (see 
Section 175.2 of the CWS Regulations). These schools 
must provide vocational education to persons who are 
available for study in preparation for entering the 
labor market. 

Area vocational schools may use College Work- 
Study only for students who are enrolled in eligible 
programs. To be eligible, a student enrolled in 
an area vocational school must have a certificate of 
graduation from a school providing secondary educa- 
tion or the recognized equivalent of such a certificate. 
In addition, the student must be pursuing a program of 
education or training which requires at least ^ix 
months to complete and which is designed to prepare 
the student for gainful employment in a recognized oc- 
cupation. This means that students enrolled in one part 
of the institution may be found to be eligible for CWS 
while students enrolled in another part may be ineligi- 
ble. 

It is important to note that the above restrictions ap- 
ply only to those institutions which do not meet the re- 
quirements of the definition of an institution of higher 
education. A vocational technical school which xv^cis 
the eligibility criteria of an institution of higher educa- 
tion is not an area vocational school as defined in Sec- 
tion 17^.2 of the CWS Regulations. Institutions with 
questions regarding their status should contact the 
^Regional Office of Education. , 

Area vocational schools may also qualify for funds 
from the Vocational Wo rk-Sludy program. 
Rules and regulations for this program are different 
from the College Work-Study program. An institution 
which receives funds from both prograiijs must ad- 
minister them separately and according to the applica- 
ble regulations for each program, 
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C. Special CWStor Students Who Reside 
in American Samoa or the Truest Territory 
of the Pacific Islands 

The Office of Education is required to set aside each 
year a sum of money from the CWS appropriation to 
be used for the employment of eligible students who 
reside in, but who attend eligible institutions outside 
of, American Samoa or the Trust Territory of the 
Pacific Islands. Any eligible institution may submit an 
application for ti^esc special funds. An award made 
under this provision must be used only for the employ- 
ment of eligible students from American Samoa or the 
Trust Territory of the Pacific Islands. The Trust Ter- 
ritory consists of the following groups of islands: the 
Southern Marianas, the Carolinas, and the Marshalls. 
Students from Guam, the Virgin Islands, the Northern 
Mariana Islands, and Puerto Rico are not eligible for 
these special fuYids. 

An institution requesting the special funds should be 
aware that the CWS grant to employ students from 
American Samoa or the Trust Territory is separate 
from the institution's regular CWS award. It carries a 
different document number and requires separate ac- 
counts and reports. A separate application form is re- 
quired for each year an institution participates in this 
program. An application for these special funds is 
mailed to each institution in the spring. 

Eligible students from American Samoa or the Trust 
Territory may also receive assistance under the regular 
CWS, Supplemental Educational Opportunity Grant 
or National Direct Student Loan programs. An institu- 
tion which has a small number of such students should 
consider this option, ^ 



The procedure for applying for CWS funds for an in- 
stitution that participates in a cooperative arrangement 
depends on whether or not it also participates in the 
National Direct Student Loan and/or Supplemental 
Educational Opportunity Grant programs. An institu- 
tion that does participate in NDSL and/or SEOG must 
submit its own application for Federal funds. 

If a cooperative arrangement is made between two 
or more institutions which do not participate in the Na- 
tional Direct Student Loan or Supplemental Educa- 
tional Opportunity Grant programs, the designated 
grantee for this arrangement may enter into an agree- 
ment with the Commissioner on behalf of all of the in- 
stitutions. The grantee may file a single application for 
funds under this program provided that all of the in- 
stitutions participating in such an arrangement are lo- 
cated in a single state. If these institutions are from 
different states, a separate application for funds must 
be filed for the group of institutions located within 
each state. The funds allocated to institutions par- 
ticipating in a cooperative arrarlgement in one state 
may only be used for students enrolled in one of the 
participating institutions in that same state. 

Because of the complexities involved, institutions 
desiring to participate in such an arrangement are en- 
couraged to work with their Regional Office of Educa- 
tion Staff. By doing so, the institution can avoid 
numerous difficulties and ci'^ate an arrangement 
which can be most satisfactory to all parties concerned. 



III. Eligibility and Selection of CWS 
Rec-pients 



D. Multi-Institutional /Vrranj^emcnts 

Several off -campus programs have been' developed 
using a consortium concept. This means that two or 
more participating institutions have joined together or 
have cooperated with a non-profit agency to coordi- 
nate their off -campus programs. The consortium or 
non-profit agency provides job identification, place- 
ment, administrative services and supervision of CWS 
for participating member institutions and administra- 
tive support for the off-campus employers. 

Examples of statewide programs are the North 
Caio^ina PACE, Virginia program, Montana Com- 
pact, Massachusetts Interns and Arkansas Plan. Major 
Urban Corps projects are located in New York City, 
Chicago/ Atlanta, Mianeapolis, St. Paul, Cincinnati, 
Dayton and Detroit. 

All institutions participating in a a:)operative ar- 
rangement must have a written agreement with the con- 
sortium or non-profit agency. This agreement must 
contain the terms, contlitions and assignment of 
responsibllirlos lx:tween each piyrty to tne agreement. 
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A. Student Eligibility Criteria 

. To be eligible for a CWS award, a student must meet 
' all of the general provisions listed in Chapter 2. In ad- 
dition, the student must meet all of the student 
eligibility requirements which are common to College 
Work-Study, Supplemental Educational Opportunity 
Grant and the National Direct Student Loan programs 
as outlined in'Chapter 4. 

Additionally, students must show evidence of 
academic or creative promise and the capability of 
maintaining good standing" in their course of study 
while employed under CWS. 



B. Preference to Students with the 
(ireatest Financial Need 

Each institution participating in CWS is responsible 
for determining the eligibility of students participating 
in its program. An institution must make employment 
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under CWS reasonably available (to the extent of 
available funds) to all eligible students in the institu- 
tion who are in need of such funds. In the event that 
more students are eligible for CWS awards than funds 
available, the institution must give preference to those 
students who demonstrate the greatest financial need. 
In determining who has the greatest fTnancial need, ♦he 
institution must take into consideration grant assis- 
tance that has been provided to the student by any 
public or private source and funds to which the student 
is entitled under the Basic Educational Opportunity 
Grant program whether or not that student has applied 
for the Basic Grant. The procedures used by the in- 
stitution must be ( 1) uniformly applied to all students, 
(2) set forth in writing, and (3) maintained as part of 
the institution's files. 

C. Amount of Award 

The institution should determine an appropriate 
award amount for each student offered employment 
under CWS. In setting this amount, the instittition 
should consider the individual student's hnancial 
need, number of hours per week the student c.-^n work, 
length of the academic program or period of enploy- 
ment, anticipated wage rate,' and amount of other 
assistance available to that student. In no case should 
the CWS award in combination with other sources of 
financial assistance exceed the student's need. While 
there is no minimum or maximum award amount a 
student may receive under this program, the institution 
should determine the amount for each indivfdual stu- 
dent based on the above factors. See Section 175. 14 of 
the CWS Regulations for additional information on 
awards and overaward^ 



IV. Development Of Jobs 

One of the major aspects of CWS is to develop jobs 
for students awarded funds under this program. These 
jobs may be developed on-campus (except in proprie- 
tary institutions) and off -campus in private, non-profit 
organizations or Federal, state or local public agen- 
cies. 



A. Conditions for Employer 
Participation 

The restrictions discussed below are applicable to 
all work under CWS whether for the institution or a 
qualified off-campus agency. 



/ 

1. Displacement of Regular Workers 

Employment under CWS must not result in the dis- 
placement of employed workers or impair existing 
contracts for services. Employers are cautioned 
against the use of students in jobs which traditionally 
and customa:ily have been filled by full-time persun- 
' nel from outside the institution. It is the intent of the 
program to create new job opportunities, institutions 
are advised to keep this thought foremost in mind as 
they develop their program. 

2. Religious In vol veinenf 

CWS positions musK not involve the construction, 
operation/or maintenance of any portion of a facility 
which is used or is to be used for sectarian instruction 
or as a place for religious worship. In determining 
whether or not employment will violate this restriction, 
it is the purpose of the work which must be most 
carefully considered rather than the nature of the 
employing organization. The institution must insure 
that the particular position to which the student is 
assigned does not involve sectarian instruction or the 
religious activities of a' church (or of a church-affiii- 
ated organization or institution) if it is to be supported 
under CWS. 

3. Political Involvement 

Positions under CWS must be free of political in- 
volvement.- Under this prohibition, a student could not 
be assigned to work for an individual member of Con- 
gress, an individual member of a State legislature, or 
for any of the various committees of the U.S. Congress. 
However, a student could be assigned to the staff of a 
standing committee of a State legislature if the selec- 
tion of a staff for that committee and the work per- 
formed by the staff is conducted in a nor-partisan 
fashion. Further, the political support or affiliation of ' 
the student may not be taken into consideration. Posi- 
tions that involve lobbying at the Federal level, or 
employment for USOE are also prohibited. 

4. Dues and Fees Prohibited 

Employers may not solicit, accept or permit to be, 
solicited from a student or a student*s parents or 
spouse, any fee, commission or compensation of any 
kind, or the granting of a gift or gratuity as condition or 
prerequisite for the student's CWS employment. 
However, if a student is required to belong to a union 
and pay dues as a condition of employment, and 
further the dues are assessed against non-CWS 
employees, then the dues may be paid by the students 
from their compensation while employed under the 



organization, any jobs created as a result would not 
qualify as CWS position,s. 

This limitation does riot apply to events which are 
conducted as part of the educational, cultural .or 
athletic programs of the institution itself. The fact that 
a fee may be charged for entrance to such an event 
does not, in itself, disqualify any jobs related to the 
event from being CWS positions. 



program. Generally, CWS employees should not be 
treated differently than non-CWS employees perform- 
ing a similar function. 

5. Voluniairy Services 

The Fair Labor Standards Act of 1938, as amended, 
prohibits a covered employer (including educational 
institutions) from accepting voluntary services from 
any paid employee. Therefore, any student who is 
employed under CWS must be paid for all .hours 
worked. (Contact the nearest Office of the Wage and 
Hour Division, Employment Standards Administra- 
tion, U.S, Department of Labor, for information 
regarding voluntary services of institution employees). 



B. Employment On*Campus 

1. General r 

On-campus employment is, of course, muiuaHy- 
beneficial to the student and the institution. It expands 
employment opportunities for needy students and, at 
the same time, provides needed services for the institu- 
tion. While there are often a number of essential jobs 
in the clerical and maintenance areas, an effort should 
be made to develop a variety of positions suitable to a 
wide range of student skills and interests. Placement of 
students in jobs related to their academic area of study 
is certainly Worthwhile in terms of job satisfaction and 
consequen^productivity. A biology major, for example 
may be most valuable in the biology laboratory. The 
possibiH^ of using student personnel majors in the stu- 
dent financial aids office should not be overlooked. 

Geirierally, a student may be. enxployed in any 
department, division, office or other unit of the institu- 
tion. CWS students may also be assigned to assist an 
individual professor, if the work involved is the type 
wniph the institution would normally support under its 
dwn employment program. The assignment of a stu- 
/dent to serve as a research assistant to a professor is 
/ one example. This is appropriate as long as the work 
/ performed by the student is in line with the professor's 
official duties and is considered work for the institu- 
tion itself. If the work meets this test, the fact that some 
incidental personal financial benefit may ultimately 
accrue to the professor is of no concern. 

2. ^ Limitation of Employment In Profit-Muking 
Activities 

. If an institution is engaged in profit-niaking ac- 
tivities, work on such activities is not permissible' 
under CWS. Profit-making activities may include the 
operation or rental of athletic fields, auditoriums, 
theaters, parking lots, etc. For example, if the institu- 
tion leases 9 facility to a private sports club or 
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3. Empioyn^ent in Food Service or Other 

Contractual Operations 

'f 

An institution may assign CW3 students to work in 
its food service (or other operations such as security or 
cleaning) under the supervision of a private contractor 
if the contract betweep the institution and the profes- 
sional service company specifically provides for the 
employment of a certain number of students. In order 
to employ College Work-Study students with a private 
contractor, the contract must specify that the institution 
retains final responsibility for the selection of CWS 
"studentrfor theseTKJsitions and for the detef mtn^^^ 
of each student's wage rate. CWS employment under 
such a contractual arrangement is considered employ- 
ment for the institution itself and is classified as 
employment on-campus. In effect, the institution 
simply reserves the right to reduce the cost of its food 
service or other contractual operations through the 
provision of s;tudent labor. 

4. Employment in a Foreign Country 

Normally, employment in a foreign country is not 
possible under the li w-. An institution of higher educa- 
tion which has a branch campus located in a foreign 
country, howf^ver, may employ its own students under 
CWS at that branch campus if the overseas extension is 
a separate branch with its own facilities, administrative 
staff, and faculty. These students may also be 
employed by a U.S.*Government facility such as an 
Embassy or military base. 

The employment of a student as an assistant to an 
individual professor on a field trip abroad or employ- 
ment foir a non-profit organization in a foreign country 
is not permissible. 

5. Prohibition Against On-Campus 
Employment at Proprietary Institutions of Higher 
Education 

No work for a proprietary institution of higher 
education is eligible for Federal financial participation 
under CWS. Therefore, students enrolled in participat- 
ing proprietary institutions may be employed under the 
College^-'WarlC^'Stu^V program only in work for 
organizations other^jfjlin the institution itself In this 
context, any entity which controls or is controlled by 
the governing board or proprietors of the institution is 



considered part of the institution. Any work off-cam- 
pus muslbe in the public interest and be for a qualified 
^ off-campus agency. 

6. Academic Credit for Work-Stiudy 

One area of concern has been the earning of 
academic credit while performing a College Work- 
Study job. The oppprtunity to receive academic credit 
while employed in a CWS job exists, but is considered 
secondary to meeting a student's financial need. 
Where possible, the institution should strive to relate a 
job to the student's educational program and career 
objectives. 

There are limitations to the granting of academic 
credit to a student on CWS. Generally, an internship or 
practicum which is 3 requirement of a degree or cfertifi- 
cate and which is usually performed without 
remuneration;docs not qualify under CWS. For exam- 
ple, student teachers and nurses often must complete a 
practicum or internship to fulfill their degree require- 
"meiSs^Trtfils* required 

out remuneration, the practicum or internship would 
not qualify under CWS. On the.other hand, if most stu- 
dents complete this requirement in a position where 
the student receives remuneration, the student^inSy^b^ 
employed under CWS. In no case, may a student be 
paid for receiving instruction in a classroom, laborato- 
ry or other ackdemic setting. 



C. Employment Off*Cainpus 

Off-campus CWS is a benefit to the student, the in- 
stitution and the employer. It affords students a valua- 
ble experience which helps in making better career 
choices. Often it helps to integrate one's educational 
program and career objectives through clinical job ex- 
periences. The off-campus employer benefits by being 
able to expand its. activities with minimal costs. Institu- 
tions are encouraged to develop off-campus employ- 
ment opportunities for their students. 

1. Qualified Off^Campus Organizations 

The institution is responsible for ensuring that any 
qualified, off-campus organization with which it enters 
into an agreement is a responsible agency with profes- 
sional direction and staff, and that the work to be per- 
formed by the students is adequately supervised and 
consistent with the purpose of CWS. The off-campus 
agency must meet all of the conditions for employer 
participation discussed in Section IV-A, above, 
a. Federal, State or Local Public Agencies 

Institutions may negotiate off-campus agreements 
with Federal agencies, as well as with State and local 
public agencies. The statutory requirement that the 
Federal share of student compensation may not ex- 



ceed 80 percent refers only to Federal funds ap- 
propriated specifically to operate the College Work- 
. Study program. Most Federal agencies have the 
authority to enter into an agreement with an institu- 
tion of higher education and to provide ihe required 
share of student compensation normally paid by off- 
Campus agencies, plus any other necessary and 
allowable employer costs agreed upon. 

Because of a potential conflict of interest, employ 
ment with the . Office of Education or any of n:; 
Regional Offices is prohibited. 

Local public agencies include such units as city or 
county governmental offices, public schools, com- 
munity owned hospitals, public libraries, community 
centers, etc. Institutions will want to become 
familiar with as many local agencies as possible so 
that they may enter into agreements with those that 
can provide meaningful employment opportunities 
for their students. 

b. Private Non-Profit Organizations 
— " Non-profit means-that nO"paTt"onhenfiet"e^^ 
of an agency may inure to the benefit of any private 
shareholder or individual. An organization must be 
incorporated as such under Federal and/or state 
law. An institution which is classified as a tax-ex- 
empt organization by either the Federal or State In- 
ternal Revenue Service meets this requirement. 

Examples of private non-profit oiganizations are 
hospitals, private schools, day care centers, half-way 
houses, crisis centers, summer camps. 

2. Work Performed in the Public Interest 

The services to be provided by students in th^ir 
employment with off-campus organizations mus.t be of 
broad benetit to the population at large in order to be 
considered in the public interest. Work will not be con- 
sidered in the public interest if it is primarily for the 
benefit of the members of a limited membership 
organization rather than the public at large. In this 
regard, it is necessary to look not only to the overall 
purpose and activities of the organization, but 
' specifically to the work to be performed by the student. 
For example, a student may be employed by a private 
non-profit civic club. If the student's work involves a 
community drive to aid handicapped children, this 
would,' of course, be in the public interest. If the stu- 
dent's work were confined to the internal interests of 
the club, si^ch as a campaign for membership, this type 
of work \Vould\benefit a particular limited membership 
group and, therefore, would not be considered in the 
public interest/ 

Questions aiSQ^ma^pis^n connection with employ- 
ment for private non-profit membership organizations, 
such as a golf club or swimming pool. Employment for 
such organizations is acceptable only if the i\se of 
their facilities is open, to the public on the same terms 



as to members of the club. If the use of these facilities 
is limited or is given on a preferential basis to a select 
membership, CWS employment for local orge nizations 
of this.typc is not acceptable. 

3. Execulionof Off-Campus Agreements 

A written agreement between the institution and off- 
campus agency is required. A model off-campus 
agreement form which incorporates the pertinent pro- 
vision's is shown as an appendix to the CWS reguia- 
tions. This form need not be followed precisely, but is 
intended to serve as a guide for the esiablishment of an 
acceptable agreement. Additional or substitute 
paragraphs may be devised which are not inconsistent 
with the statute or regulations. 

The off-campus agreement establishes the arrange- 
ment for on-site supervision of Students, control of the 
.hours of work, the maintenance and submission of 
weekly time records, payroll procedures, the prompt 
contribution of the organization's share of the payroll, 
-and4n-generalrprovides^ for- complete-documentation ~ 
of all responsibilities and financial transactions for the 
duration of the project. 

The off-campus agreement itnif i indicate vhich par- 
ty (institution or off^campiis agency) is considered the- 
student's employer, a factor- which is important with 
regard to the Social Secmity coverage of students 
employed under the College Work-Study program and 
which may aUo be highly pertinent in cases of injury on 
the job. A specific provision designating the 
employer's responsibility in case of injury on the job is 
particularly important since Federal fjnds may not be 
used to pay for an injured student's hospital expenses. 
Whether the institution ct the agency would be deter- 
mined in case of legal test to be the employer for pur- 
poses of establishing liability for a student's injury on 
the job may vary depending upon the specific details of 
any given off-campus agreement. Generally, the legal 
Criterion for determining who is, in fact, tJje employer 
depends upon which entity has the right to ultimate 
direction and control of employees in the performance 
of their duties. The model off^ampus agreement form 
contains one paragraph to be used if the institution 
wishes the student to be considered its employee (and 
to have the benefits of coverage under its Social 
Security and workmen's compensation arrangements) 
and an alternativet^paragraph to be used if the institu- 
tion prefers for tti^off-campus organization to be the 
student's employer. 

The off-campus agreement should also state the 
share of student compensation to be paid by the off- 
campus agency as Well as any other costs to be paid by 
the agency. 

The prompt contribution of the share to be paid by 
the off-campus organization is particularly important 
to the institution, since the institution is responsible for 
making certain that students receive each pay day the 



full wages which they earned in the preceding pay 
period. Failure of the organization to make its con- 
tribution does not excuse the institution from fulfilling 
this obligation. 

4. Supervision and Evaluation of Off-Campus 
Employment 

The specific elements of a system for supervising, 
off-campus employment of students are a matter for 
institutional determination. Such a system must pro- 
vide the required documentary information and 
should be consistent with prudent management of the 
program. 

Institutional officials responsible for overall con- 
duct of the program should arrange periodic visits to 
each prganization with which an ?ictive arrangement 
exists. These visits will serve to establish whether the 
student is engaged in appropriates and acceptable work 
and whether the terms of the off-campus agreement are 
being fulfilled. Visits may be made by faculty or staff 
membeTs~6^^ is loca te3 at somFdis- 

tance frohi the institution, by other personnel whom 
the institution is willing to permit to act as its agent. 

An institution may arrange meetings on the campus 
with staff-members of the off-campus organization in 
order to acquaint them with its finani:^ial aid and stu- 
dent employment programs. These meetings, coupled 
with the institution's on-site visits and any written in- 
formation about the program which it can furnish to 
the organizations, can yield many positive benefits to 
the institutions, not the least of which is gaining iden- 
tification on the part of the employing organization 
with the institution's educational aims and objectives. 

Many institutions have also found it helpful, in 
determining whether to continue an jifiL^campus ar- 
rangement, to require students to "submit a formal 
evalualicn of their work experience at the conclusion 
of the assignment. The evaluation can also be used by 
the institution in helping organizationr to improve 
their work programs. 



D. Job Description 

Each CWS positioh must have a job description 
which includes the following: name of employer (i.e., 
department, public agency, non-profit organization), 
address, purpose of job, duties and responsibilities, 
job qualifications, wage rate or range, lei^gth of 
employment (beginning anu ending dates), and name 
of supervisor. 

The job description fulfills several significant pur- 
poses. First, it will assist the institution in determining 
whether or not the job qualifies under the College 
Work-Study program. Second, it provides the informa- 
tion needed to explain the position to a student. Third, 
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it helps students select the type of employment which 
best relates to their educational or career objectives. 
Fourth, it aids the financial aid administrator, student, 
and supervisor in determining the number of hours of 
work required at the specified wage rate to meet the 
student's financial need. Fifth, it establishes a written 
record for both student and employer of the duties and 
responsibilities of the job. 

E. Wage Rates 

1. Establishing Wage Rates 

Wage rates should be a function of the duties and 
responsibilities of the particular job. The, duties and 
responsibilities determine the skills and abilities 
needed to per/form the job. These skills and abilities 
have a market valud, which may, however, vary from 
one geographical area to -another. 

Tht cr iteria to^ be used in establishing the rate at 
which any particular student is paid are: (aY the par- 
ticular set of skills and abilities needed to perform the 
job; (b) the prevailing rate at which persons with those 
skills and abilities are paid in the local area for doing 
jobs of a partic:ilar kind; and (c) any applicable 
Federal, stale or local legislation which would require 
a particular v^ge rate. 

The practice of paying students wage rates basec" ex- 
clusively on their yoar in school is permissible only 
under a given set of circumstances, namely that 
satisfactory performance of a job at a given level of 
skill is dependent upon that student's level of 
academic advancement. As a general rule of thumb, 
comparable wages should be' paid for comparable 
work, whether the work being compared is that of two 
students, at different class levels or that of a student 
and a regular employee. 

Varying w-ii^ rates enable institutions to. pay stu- 
dents a wage commensurate with the skill required for 
a particular Job and, in addition, offer promotional in- 
centive to the student as (s)he becomes more profi- 
cient on the job. Wage rate differentials based on race, 
creed, color, national origin, or sex are not permissi- 
ble. 

c 

2. Wage Rates as Related to Need 

It is not acceptable to base a stuc v^.kt's wage rate on 
need or any other factor not basically related to his/her 
skills and abilities. The student's need places an upper 
limit on the total earnings under the program, but this 
total is as much a factor of number of hours per week 
and number of weeks worked as it is of the hourly rate. 

3. Minimum Wage Rale 

Regulations require that the minimum rate for a stu- 
dent employed on campus under CWS be $2.30 an 



hour until June 30, 1978 and $2.65 an hour from July 
1, 1978 through June 30, 1979, or such higher 
minimum wage as may be required under any applica-* 
ble Federal, state, or local legislation. Section 175.24 
of the CWS Regulations presents minimum wage rates 
after June 30, 1979. The minimum wage rate of $2.65 
an hour became effective for private institutions on 
January 1, 1978. Future increases for private institu- 
tions will also become effective on January 1. 

Public institutions may request a rate of compensa- 
tion lower than the minimum if exceptional circums- 
tances warrant a lower rate and its approval is not 
precluded by law and is consistent with and promotive 
of the purposes of CWS. To obtain approval, a public 
institution must submit a separate application to the 
Bureau of Stucjent Financial Assistance. 

Private institutions may request a lower rate by filing 
an application with the Secretary of Labor, Wage and 
Hour Division, Employment Standards Administra- 
tion, U. S. Department of Labor. The Secretary may 

esta blish a sub-minimum wage rate under provisions 

of the Fair Labor Standards Act for full-time students 
at a private institution. That is the minimum wage rate 
under CWS for those students. [/ 

Institutions needing assistance in Applying for a sub- 
minimum rate should contact their Regional Office of 
Education, or the State office of the U. S. Department 
of Labor, as applicable. 

4. Maximum Wage Rale • ' ^ 

There is no maximum rate under CWS. However, 
institutions should set wage rates in accordance with j 
the qualifications required to perform the particular ' 
job. Wage rates under CWS should be com.parable to 
rates normally paid by the institution for similar non- 
CWS employees. 



F. Hours of Employment 

1. Meaning of Hourly Employment 

As a part-time employment program, CWS provides 
for payment on an)hourly basis only. Students may not 
be compensated under a salary, commission or fee ar- 
rangement. In addition, fringe benefits such as paid 
sick leave, vacation pay and holiday pay which are 
usually part of a salary situati^'^ii are not part of the pat- 
ferr of compensation under CWS. Simply put, CWS 
students are employed under *'an hour's pay for an 
hour's work*' arrangement. However, institutions 
should not deny payment to CWS students for brief in- 
terruptions in th^ir daily schedules such as re§t or 
coffee breaks if it is the employer's policy ind practice 
to permit those interruptions for its regular hourly 
employees, 
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2. Maximuni Hours of Employment 

The number of hours an enrolled student is allowed 
to work should be determined by the institution in ac- 
cordance with its own standards and practices, taking 
into consideration the extent of the student's financial 
need and the potential harm of a particular combina- 
tion of work and study hours on a student*s health 
and/or progress. Institutions should note that there are 
no statutory or regulatory limitations on the number of 
hours per week or per term that a student can work. 
However, there is a possibility that employment 
beyond the amount anticipated at the time of award 
may result in an overaward. Section 175.14 of the 
CWS Regulations prescribes procedures to be 
followed in such an event. 



v. Employment During Periods of 
Non-Enrollment 



The primary purpose of CWS employment is to ena- 
ble students to meet their educational expenses. VSTien 
school is in session, all of a student's net earnings must 
go towards meeting the student's cost of education. 
During periods of non-enrollmem, it is necessary for 
students to maintain themselves and therefore a part of 
the earnings may be used for this purpose. 



A. Eligible Periods of Non-Enrollment 



B. Student Eligibility ' 

To be eligible for employfnentj^nder CWS during a 
non -enrollment period, the institution must ensure itself 
that the student was enrolled and in attendance as at least 
a half-time student during the preceding regu- 
. lar session and will complete his or her course of study 
during the special session or will be enrolled, or has 
been accepted for enrollment, at the institution as at 
least a half-lime student for the regular Session im- 
mediately following the non-enrollment period. 

^-'•10 
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Students who will be studying abroad under a 
''Junior Year Abroad" program may be employed dur- 
ing the summer preceding their study abroad provided 
they are continuously enrolled in their American in- 
stitution while studying abroad and the study abroad is 
part of the American institution's own program. In 
such cases, employment is limited to qualified posi- 
tions in the states, for the American institution's 
branch campus located in a foreign country, or by a 
U.S. Government facility abroad. 

Transfer students are eligible during such periods if 
they have been accepted for enrollment on at least a 
half-time basis at^ the institution for the term im- 
mediately following the period of employment. New 
students are also eligible providing they intend to 
enroll during the fir.st regular enrollment period 
following their employment. 

The institution is obliged to exercise all due care in 
^suring that any student who accepts employment 
during a period of non-enrollment does so in good 
faith. A student whose eligibility is based on antici- 
pated"enrallmenr in--an5irbsequent~term may faTl"f6 
register or may register at another institution. When 
this occurs, an institution which employed such a stu- 
dent must be able to demonstrate that the student was 
eligible for employment and that the institution had 
reason to believe that the student intended to become a 
student at that institution in the next term. The docu- 
mentation to be secured as evidence of the student's in- 
tention to enroll is at the discretion of the institution. 
The documentation must, however, demonstrate that it 
was reasonable for the institution to believe that the 
student would be enrolled as a student in the succeed- 
ing term. As a minimum the institution must be able to 
furnish a written record which shows that the student did 
accept the institution's offer of admittance. 



C. Types of Employment Permitted 

A job during a period of non-enrollment must meet 
the same conditions as those during an enrolled 
period. See Section IV for a full description of job 
development activities. 



D. Savings from Jobs 

It is recognized that students worlcing under CWS " 
during a non-enroiiment period have certain expenses, 
which they must pay from their earnings These ex- 
penses include required withholding of taxes and 
reasonable costs incident to obtaining such earnings 
within the limitations set forth below. Cbsts incident to 
employment include commuting costs between the stu- 
dent's home and place of employment, the cost of 
meals at work and, if the student does not live with 
parents, any necessary rent and food expenses. 

•0 



Students may be employed under CWS during a 
period in which they are not enrolled. These periods 
may include the following: 

1, A summer or equivalent vacation period for any 
student; 

2. The full-time work period of a cooperative 
education student; or 

5. The remaining portion of a semester, quarter or 
other regular enrollment period in which the student 
withdraws if he/she intends to return and the institu- 
tion considers the student to be making satisfactory 
progress. 



The expenses incurred slu)uld be kept to a 
minimum. Regulations in cftect at the time this 
handbook was published set maximum permissive ex- 
penses. For a student who resides at home, the costs 
incident to employment may not exceed 20 percent of 
the student's gross earnings i)r S3()0. whichever is less. 
If a student is only able to obtain a job away from 
home during the period of eniploymenl, the costs inci- 
dent to employment may not exceed 40 percent of the 
student's gross earnings or $600, whichever is less. 

The institution 'must determine the amount of 
allowable expenses within the applicable limitations 
for each student. For example, students who are able 
to reside on campus at a reduced rate during the sum- 
mer and whose employment is within walking distance 
may not need 40 percent of the earnings in order to 
cover their expenses. In such a case, the institution 
should allow only the amount of expenses reasonably 
attributed to the student's cost incident to employment. 
In another case, a student may be employed in a large 
urban area necessitating considerably greater t^- 
pen&e^In-suGlM-G-a«^T-it-wou4d-bcwfppFopF^ — 
institution to allow the full 40 pcrqcnt or $600, . 
whichever is less, for that individual student. 

It is important for the institution to document its 
determination of allowable expenses. The documenta- 
tion should include a written statement of the institu- 
tion's procedures for making this determination. In ad- 
dition, the file for each student should, as a minimum, 
include the amount of allowable expenses. 

The amount that a student is required to save (i.e., 
net earnings) will be the difference between the gross 
earnings less any required withholding of taxes dnd 
reasonable costs incident to obtaining such earnings. 
The net earnings must be considered a resource daring 
the next period of regular enrollment. To avoid any 
misunderstanding the institution should include in its 
award letter the expected gross earnings, anticipated 
withholdings, allowable costs incident to employment 
and the amountrequiredto be saved (i.e., net earnings). 

If a student is .employed under the CWS program 
during the summer or other comparable period while 
not attending classes, the institution may include 
reasonable living costs incurred by the student for that 
period as part of the cost of education if the expected 
family contribution for that student is calculated on a 
1 2-month basis. If the stiu! opi '^ri a j ?.-nuMUh 
budget, his or her ne{ efii ?nni',s i^.r >!i'!)ir'< i or other 
vacation period are considered a purt ol iW: Tinancial aid 
package for that twelve months. 



VI. Financial Management 

\. Federal Share of Compensation Paid 
to Students 



1. Limitation of Amount 

The Federal share of compensation paid to students 
employed under CWS may hot excend 80 percent ex- 
cept as noted in Section A2 below. The F'cderal 
share will be calculated on the basis of the hourly rate 
'paid a student. The following may nor. be iiKluded in 
determining the Federal share: 

a. Fringe benefits such as sick leave, vacation pay 
and holiday pay; and 

b. Employer's contributions to Social Security, 
workmen's compensation, retirement, etc. 

While the law provides that the Federal share cannot 
exceed 80 percent, the institution is free to set a 
lower percentage for the Federal share, if it so 
desires, For^xample, if an institution has a large de- 
mand for College-Work-Study jobs from its various 
departments on campus but does not have - efficient 
funds to award to students, it may stretch those 
Federal dollars by requiring a greater contribution' 
from the employing departments and consequently, 
a redu ced Fede ral share of the wagei; p 1. 

2. Waiver ofrederai Siiare 

The Commissioner may approve for an institution a 
Federal ^hare of greater than 80 percent if the institu- 
tion: 

^a. Is designated as a developing institution of higher 
education in accordance with Title III of the Higher 
Education Act ov 1965 (Public Law 89-329);or ^ 
b. Can demonstrate that at least 50 percent of its 
students who are. enrolled as at least half-time stu- 
dents have parents whose annual adjusted gross in- 
come does not exceed $7,500 per year. A waiver is 
requested, by completing the appropriate section of 
the annual institutional application to participate m 
Federal student financial assistance programs. 

B; Institutional Share of Student 
Compensation 

1. Minimum Amount 

Except in those cases where a waiver b:^s been 
granted by the Commissionci . the institution's share cA 
stuflent compensatii^n must he *-(iital i{ i .nts? ^{) per- 
cent, ir the institution cht>uses tt» siieich \iu duilars l>y 
using a Federal share of less than 80 |x;rcent, the in- 
stitutional share must be proportionally increased. For 
example, if an institution decides to use a 75 percent 
Federal share, then the institution is obligated to pro- 
vide the other 25 percent. The institutional share must 
be contributed promptly in conjunction with each 
payroll disbursement. 

In cases where students are working under an agree- 
ment entered into between the institution and a 
^^ederal, state or local public agency ov private non- 



profit organization, the agreement should state the 
share of student compensation and any other costs to 
be paid by the agency. 

2. Source of Institutional Share 

The institutional share may be derived from any 
source except from Federal funds appropriated for 
CWS. It may be provided by the institution exclusively 
from its own funds, partly from institutional and the re- 
mainder from other funds, or totally from non-institu- 
tional funds as those provided by an off-campus agen- 
cy. 

' The institutional share of student compensation 
under GWS may come from funds available under 
other Federal programs (such as NSF, NIH, etc.) so 
long as there is authority under other programs to do 
so. If in doubt, the institution should contact the ap- 
propriate Federal agency for a determination as to 
whether or not there is authority under its own particu- 
lar program, grant, or contract to use CWS funds for 
-"^mployment-As-a-general ruley however-most Federal- 
agencies are able to authorize this type of employment. 

If an institution has an agreement with an off-cam- 
pus agency, it may recover from that agency (a) the 
non-Federal share of student compensation, (b) any 
required employer contributory costs such as the 
employer's share of Social Security or Workmen's 
Compensation insurance to the extent that such costs 
are paid by the institution on behalf of the agency, and 
(c) any costs of administration incurred by the institu- 
tion in administering such an agreemient either directly 
or through an agent. In determining the costs of ad- 
ministration, the institution may only charge for those 
costs which exceed the administrative cost allowance 
actually received by the institution. 

An institution may not profit financially from an off- 
campus agreement. If the institution receives funds in 
excess of the cost of operating the program for an 
agency, the institution must use those excess funds to 
(a) reduce the Federal share of compensation to stu- 
dents employed by that agency, (b) be held in trust for 
the agency for use in a subsequent fiscal year, or (c) be 
refunded to the agency. 

3. Noii-Cash Institutional Share of Student 
Compensation 

The institution may contribute its Share of the com- 
pensation of any student employed under CWS in the 
fprm of services and equipment provided by the in- 
stitution to that student employee in return for services 
rendered. In no case may any such payment consist of 
remittal of a charge assessed against the student ex- 
clusively because of his/her employment under CWS. 
Examples of permissible, non-cash payments include: 
tuition or any portion thereof, room and board 
charges, books and supplies which are not normally 



furnished free of charge, or fees normally charged to 
all students. 

As discussed earlier, the Federal share of CWS 
wages cannot exceed 80 percent except where the in- 
stitution has been granted a special waiver. If the 
amount of the institution's non'-cash contribution is 
less than the difference between 100 percent of the stu- 
dent's gross earnings and the Federal share, the institu- 
tion must contribute in cash the difference between the 
Federal share of the student's gross earnings and the 
actual non-cash contribution. 

If the institution's non-cash contribution to any one 
student in any one pay period exceeds 20 percent of 
that student's earnings in that payroll period, the 
balance miay be claimed- as a non-cash contribution 
towards that student's earnings during any subsequent 
pay period within the same award peripd. For exam- 
ple, the institution may defer all the student's tuition 
for one semester, then claim a non-casb contribution 
equa] to its share of that student's gross compensation 
for each pay period which would be applied against the 
-amount-of-tuitiori-deferred-until-the-totah of such- 
shares of the student's earnings equals the total 
amount of the tuition deferred. All amounts claimed as 
non-cash contributions must be supported by adequate 
documentation such as a copy of a receipt provided to 
an amount credited to his/her account. 



C. Other Uses of Funds 

1. Adminislrativc Expenses 

An institution may use a portion of funds awarded 
each year for its expenses in administering the College 
Work-Study program. The law requires that the ad- 
ministrative funds first be used to carry out student 
consumer informatio^n services and the remainder for 
expenses related to the administration of Title IV 
programs. See Chapters 2r^nd 4 for furtlier details. 

The maximum administrative expense allowance for 
CWS is four percent of the gross compensation earned 
by students employed on CWS. An institution may 
take the full 4 percent, a smaller amount, or none at alK 
The allowance is taken directly from the Federal funds 
allocated to the institution for the College Work-Study 
program, thereby reducing the amount available for 
awards to students. \ 

For planhing purposes an institution should deter- 
mine at the beginning of the year the amounts available 
for awards to students, the institutional matching share, 
and administrative expense allowance. This will assist 
the institution in maintaining fiscal control of the 
funds. The following procedure may be useful for 
planning [..itposes. . " 

1. If the institution plans a job locator program, 

subtract the amount to be set aside for the program 
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(up to 10 percent of the allocation to a limit of 
515,000); 

2. Divide the remainder by .84 to obtain the gross 
compensation to siudents. 

3. Multiply the gross compensation by '04 to obtain 
the administrative expense allowance. 

It is important to note that the above formulas apply 
only if an institution uses all of its funds allocated for 
CWS. The institution may only withdraw the ad- 
ministrative expense allowance based on the^ actual 
earnings paid to students. 

2.. Transfer of Funds to the Supplemental 
Educational Opportunity Grant Program 

An institution is permitted to transfer up to 10 per- 
cent of its allocation for an award period under CWS 
to its allocation of funds for that same award period for 
its Supplemental Educational Opportunity Grant 
program. See Chapter 5 for details. 



3. Job Location and Development Program 

in each award periot' an institution participates in 
CWS, it may use up to 1 0 percent of the Federal funds 
allocated to it under CWS or $15,000, whichever is 
less, to establish and operate a Job Location and 
Development 'program. If an institution already has 
such a program, it may use these funds to expand the 
program at, the institution. See Section VII below for 
details. ' 

J 

D. Payment of Wages to Students 

1. Accounting, Recordkeeping and Reporting 

The accounting,, recordkeepiing. and reporting 
system should be set up in 3uch a fashion as to 
demonstrate readily, on audit, i\\^x Federal funds have 
been used properly and only tor purposes in- 
tended. It should also provide for easy preparation of 
required reports and for control over the rate of expen- 
diture. A detailed manual (referred to as the "Blue 
Book'') covering these procedures for all Federal stu- 
dent aid programi has been developed for the U.S. 
Office of Education. An institution "^participating in 
CvVS should study this manual carefully ahd set up the 
appropriate records for CWS. The nmaining section 
of this chapter will deal with fisCwA procedures unique 
to the College Work-Study program. 

2. P;;yro!l Period 

The institution may utilize any payroll period it 
desires jprovided that a student is paid at least monthly. 
It is desirable for an institution to have its CWS payroll 
correspond with other similar payrolls at the institu- 

\ 



tion. A separate time period for CWS is not required. 
However, a payroll period which terminates on the last 
day of.each month is recornmended since it facilitates 
the preparation of fiscal reports which normally cover 
a period ending on the last day of a month. 

3. ' Time Record Form 

Institutions participating in CWS are required to 
maintain ;',n individual weekly time record showing 
hours worked per day. Since this form serves as 
authorization for payment, it must contain a certinca- 
tipn by an official that the student has worked the num- 
ber of hours stated and the certification must say 
whether the work has been performed in a satisfactory . 
manner, r / ' 

The time record also providbs the institution with a 
means of monitoring the number of hours a student 
works each w^ek. 

An institution will also want to review these time 
records to see that students are working the approximate^ 
number of hours needed to ensure that they earn their en- 
tire award in the term. If the student earns the maximum 
amount to / which he/she is entitled before the 
completion of the job assignment (e.g., before the end 
of the semester), and is suddenly removed from the 
position, the removal would be distressing both to the 

■ student and the supervisor concerned. By periodically 
reviewing the time records and comparing the cumula- 
tive numbef of hours actually worked with the cumula- 
tive total n'ocmally expected at any given point in the 
period for which the College Work-Study was 
awarded, the financial aid administrator will be able to 

" forewarn the student and the employer if it appears thie 
student isfgoing to ^;arn the maximum amount to which 
> he/she is ^ntitled before the completion of the job assign- 
ment. This piovides both the student and the employer 
an oppbrtunity to make adjustments in the 
hours worked to ensure that the student earns the total 
amount of the award, but does not exceed it. The need 
for this kind of record keeping is particularly impor- 
tant in view of the new provisions regarding overaward 
and treatment of surplus earnings in section 175. 14 of 
the CWS Regulations. ) 

4. Payroll Vouchers 

The CV/S payroll should be readily identifiable and 
distinguishable from other institutional expenditures 
for reporting and control purposes. College Work- 
Study compensation should be entered on a separate 
voucher or glpouped separately from, other expen- 
ditures if listed on the institution's general payroll 
voucher. If payrolls are handled on automatic data 
processing equipment a special code for College 
Work-Study payments should be used. Payroll 
vouchees must support all payroll disbursemenis and 
should provide space fo/ all of the following infornia- 
lion: 
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a. Name and address of insttution 

b. Beginning and ending dates of the payroll period 

c. Name of student 

d. Identification of job in which student is employed 

e. Number of hours worked during the pay period 

f. Hourly rate of pay 
Gross earnings 

h. Compensation withheld for Federal, state, coun- 
ty, or city taxes, and other deductions 

i. Non-cash payments 
j. Net earnings 

k. Check nunfiber, duplicate receipt, or other iden- 
tification 

5. Non-Cash Contribution Record 

Any services and equipment provided to a student 
by the institution as part payment of the institutional 
share of the student's pay must be supported by ade- 
quate documentation. The institution may use any pro- 
cedure for documenting non-cash contributions 'so 
— long.as-the-recordsxlearly demonstrate thatthe-tuition, 
books, etc. have, in fact, been supplied to the student. 

6. Disbursement Process 

a. Payment by Check ' 

Compensation to a student must be paid at least 
monthly and be supported by individual checks-or 
by other similar instrument in lieu of checks (drafts, 
purchase orders, etc.). In other words, an institution 
may pay Cbllege Work-Stuay students in some form 
. other than individual checks if it does so jn its own 
{.tudent employment program, and if the m^ithod of 
payment provides a document that may be cashed by 
, I student on his/her own endorsement without 
urther restrictions, and if <he method of payment 
leaves a clear audit trail. For example, an institution 
which regularly compensates students in its own 
employment through individual drafts payable at the 
cashier's office may do the same for College Work- 
Study students. 

Ordinarily, the amount of the checlc (or other in- 
strument) will cover the entire amount of the stu- 
dent's earnings (net after taxes and other required 
>yithholdings) during the previous pay period. The 
only exception to the payment of the student's full 
net wages by check (or other instrument) would oc- 
cur when the institution's matching share h^s been 
supplied m the form of a non-cash contribution. 

In such cases, the institution must pay the total 
Federal share of the student's earnings airectly to 
him/her by check (or other iastrument). A student 
employee should be able to cash the check^ or other- 
wise receive payment, on his/her own endorsement 
without further restrictions. Accounting devices or 
procedures which result in the direct transfer of the 
Federal share of student compensation to expenses 
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or bills are not permissible, 
b. Proof of Payment 

The institution must have documentation in its 
files to show that students actually received payment 
in the amount charged to the program. When the in-, 
stitution acts as the paymaster, cancelled checks 
should be available at the institution for audit pur- 
poses. ' 

c Payroll Disbursements Handled by an Ojf'Cam- 
pus Agency 

Payroll disbursements to students under CWS 
may be handled by an off-campus agency rather 
than the institution. This procedure is acceptable, 
but the institution must make sure that it receives 
certain records from the off -campus agency for 
review and retention. These records include: 

(1) Time reports indicating the total hours 
' worked each week and containing the supervisor's 
certification as to the accuracy of the hours reported 
and of satisfactory performance on the part of the 
student; 

(2) Payroll forms identifying the period of work, 

the name of each student, rate per hour, the number 
of hours ^yorked, gross pay, all deductions and net 
earnings, and the total Federal share applicable to 
each payroll; and 

(3) Documentary evidence that stUdents received 
payment for their work such as photographic c6pies 
of cancelled checks'. 

The off-campus agreement between the institution 
and organization should incorporateithe above pro-, 
visions. 

I 

7, Student Wages Not Exempt froiin 
Garnishment 

No provision in the statute exempts; wages earned 
under CWS from state and local law^ involving the 
credit process (garnishment). However, the institution 
should refrain from usin^ Federal financial aid funds 
for a student's employment where the student does.not 
receive the wages and where, due to the size of the 
debt, there is no likelihood that any of the wages will 
be received by the student in the foreseeable ftiture. 
Where state and local law allov^s garnishment, and 
when a creditor persists, in attaching a student's wages, 
the institution should discontinue the CWS employ- 
ment to the student in order to make the funds availa- 
ble to another needy student who will benefit from the 
earnings to pursue an education. 



E. Maintenance of Level of Student 
Scholarship and Student Aid Expenditures 

Institutions participating in Cbllege Work-Study are 
required to continue to maintain their undergraduate 
and graduate scholatship and student aid programs. 

so . 



The requirements for CWS are identical to the Supple- 
niental Educational Opportunity Grant Program re- 
quirements. See Chapter 5 for details. 



VIL Job Location and Devefppment 
Program . ' , 

The Education AmendtiiCnts of 1976 added a new 
provision to the College Work-Study program. This 
addition allows an institution to use part of iis College 
Work-Study funds for developing or expanding off- 
campup employment opportunities. These oppor- 
tunities are to be made available to all students who 
desire to work and without regard to a student^s finan- 
cial need. 

At the time this handbook was published, regula- 
tions for the Job Location and Development Program 
were being developed. The information provided here 
is based on the statute itself and proposed regulations. 
Institutions should review carefully and follow the 
regulations when they are issued. 



A. General Requirements 

1. An institution which desires to establish or ex- 
pand a Job Location and Development Program 
using funds fT9m its CWS allocation niast enter into 
an agreement with the Commissioner of Education. 

2. An institution must continue to spend the amount 
of funds previously expended on its o.wn job loca- 
tion anrd develooment programs. 

3. The prograrr is for the location and development 
of jobs off-campus. These jobs may be with any off- 
campus employer such as a business or ^industry. 
The employer may be a profit-making enterprise or 
a non-profit organization. These jobs may be either 
fulMime or part-time positions. 

4. This program may iiot be used to develop jobs in- 
volving work for the institution itself or another 
eligible institution. 

5. Employment positions under this program may 
be located or developed for students during and be- 
bveen periods of their attendance at the institution. 

^ This program may not be used for the placement of 
students in jobs upovi graduatiop. 

6. The location and development of jobs under this 
program must not result in the displacement of 
employed workers or impair existing contracts for 
services. 

7: Participation in this program must realistically 
result in the generation of student wages exceeding 
in the aggregate the amount of funds used to operate 
the program. 



B. Instil -:tionaI Eligibility 

Any institution which participates in the College 
'Work-Study program may also participate in the Job 
Location and Development Program. The institution 
may participate in the program by itself as a single en- 
tity or enter into a cooperative arrangement with other 
institutions to establish and operate a Job Location 
and Development program to serve students enrolled 
in any institution in the cooperative arrangement. An 
institution may also on its own or in combination with 
other participating ^institutions, enter into an agree- 
ment with a non-prciir organization under which that 
or. anization will establish and operate a Job Location 
Riid Development program for students enrolled*at th^e 
institution(s). This agreement may only be made with 
reliable organizations with professional direction and 
staff. An institution which enters into an agreement 
with other institutions to participate in a cooperative 
arrangement or with a non-profit organization acting 
on its behalf must have a signed agreement between all 
parties concerned. The agreement mus.t: 

1. Designate xhh administrator of the Job Location 
- and Development program; 

2. Contain the terms an 1 conditions and perfor- 
mance standards of the arrangements under which 
the administrator will establish and operate a Job 
Location and Development program on the institu- 
tion's behalf; and 

3. Provide for the fulfillment of the audit require- 
ment. 

Each institution shall retain responsibility for the 
proper expenditure of Federal funds which ii con- 
tributes to a cooperative arrangement on its behalf by a 
non-profit organization. 

C. Financial Management 
!. Federal Share 

For each year an institution participates in the Col- 
lege Work-Study pror/am it m.ay use up to 10 percent 
of the Federal funds allocated to it under CWS or 
$15,000, whichever is less, to establish and operate a 
Job Location and Development Piogram. These funds 
may be used to pay up to 80 percent of the allowable 
cost of the program. 

2« Institutional Share 

The institution is obligated to contribute a rhinimum 
of 20 percent of the cost of operating the Job Location 
and Development program. The institutional share 
must come from non-CWS sourc3S and may be in cash 
or in kind. Administrative funds received for operating 
the CWS, NDSL or SEOG programs may not be used 
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as the non-Federal share for the Job Location and 
Development program. The institution must maintain 
supporting records to indicate the amount and source 
of its matching funds. 

3. Allowable Costs 

Allowable costs are those reasonably related to 
carrying cut a Job Location anu Development 
program established or expanded under this part. 
These costs may include costs for personnel, travel, 
supplies and expenses, publicauons, data processing 
services, etc. Allowable costs do not include the 
purchase, construction, renovation, or alteration of 
physical facilities or indirect administrative cost. 

4. Mairttenance of Effort for Job Location and 
Develop nu.nc Program 

. For each fiscal year in which the institution receives 
funds for a Job Location and Development program, 
the institution must continue to spend in its own job 
location and development programs, C Jm sources 
other than funds received under this part, not less than 
the average expenditures per year made during the 
most recent three fiscal years preceding the effective 
date of its agreement with the Commissioner. For pur- 
poses of this maintenance of effort requirement, the 
fiscal year is defined to be a period of time from July 1 



and ending on the following June 30. In most in- 
stances, this average is permanent. It is not a "roiling 
average". An institution**? own Job Location and 
Development program inclu-^es any expenditure of in- 
stitutional fiind?, the purpcje of which \s to create 
employment opportunities off-campus for enrolled 
students. Such expenditures inclurje, but are not 
limited to, staff salaries, related travel costs, printing 
and mailing costs, telephone charges, aiid cost of 
equipment furnished by the institution for use in its Job 
Location and Development program. The institution 
must provide adequate documentation- to show its 
maintenance of level of effort figure. 

This maintenance of efforts for the Job Location and 
Development program should not be confused with the 
institution's responsibility to maintain its level of stu- 
dent scholarship and student aid expenditiires. The 
latter is required for all institutions participating in 
CWS or SEOG, The former is an 'kdded requirement 
for those institutions using part of their CWS funds for 
a Job ^-ocation arid Development program. 



5. Records and Fiscal Procedures 

The general records and fiscal procedures of the 
campus based programs apply to the Job Location and 
Development program. See the "Blue Book" for more 
details. 
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Chapter? W 



National pifecX Student Loan 
Prog ran/ 



I . statutory Auttmity and Purpose 

A, Statutory Authority 

The National Direct Student Loan Program is a con- 
tinuation of the National Defense Student Loan 
Program authorized by Title II of the National 
Defense Education Act of 1958. Statutory Authority is 
found in Title IV, Part E of the Higher Education Act 
of 1965, as added by section 137(b) of Public Law 
92-318, 86 Stat. 273 (20 U.S.C. 1087aa-87ff), and Ti-. 
tie II of the National Defense Education Act of 1958 
(20 U.S.C. 421-29). Further amendments have been 
made by the Education Amendments of 1976, Pub 
Law 94-482. 



B. Application for Federal Institutional 
Loan 

Institutions unable to finance the required institu- 
tional capital contributions (one-ninth of the Federal 
capital contributiori) may apply to the Commissioner 
for a Federal institutional loan to assist the institution 
in financing its institutional capital contribution. The 
Commissioner may make such a loan to an institution 
if he/she determines that the institution is unable to 
secure the necessary funds from non-Federal sources 
upon terms and conditions which are reasonable. 
However, no funds are currently available for this pur- 
pose. 



Purpose 

The purpose of the National Direct Student Loan 
program is to assist in the establishment and mainte- 
nance of low interes^^ long-term, deferred loan 
programs at institutions of postsecondary education to 
provide loans to students demonstrating need for fi- 
nancial assistance^ in order to pursue their courses of 
study at such institutions. 



III. Eligibility of Students 

To be eligible for a National Direct Student Loan, a 
student must meet all of the general provisions listed in 
Chapter 2. In addition, the student must meet of the 
student eligibility requirements which are common to 
College Work-Study, Supplemental Educational Op- 
portunity Grant and the National Direct Student Loan 
programs as outlined in Chapter 4. 



II. Application Process 



A, Institution's Application to 
Participate in NDSL 

Institutions wwhing to participate in the National 
Direct Student Loan program must file an application 
to participate each year in accordance with dates 
established by the Commissioner of Eiducation. Ap- 
plications arc submitted in conjunction' with applica- 
tions to participate in the College Work-Study 
program, and the Supplemental Educational Oppor- 
tunity Grant program (if the institution chooses to par- 
ticipate in these programs). A discussion of th^ ap- 
plf .:;:Ttion process for the campus-based programs is in- 
clt/^i J in Chapter 4. 



IV. Selection of Students 

A. National Direct Student Loans must be made 
reasonably available to all eligible stud^^nt applicants. 

B. No loan may be made to. a student ^^ ho indicates 
an unwillingness to repay the loan, Deli^-quency on a 
prior loan or an established history of non-payments 
of debts may be taken as evidence of an unwillingness 
to repay the loan. 

C. In the event sufficient funds are not available to 
meet iht need of all applicants, the order of selection 
must be on the basis of need. 

D. Institutional Selection Procedures 

The institution must establish procedures for select- 
ing among eligible students, in accordance with rhe 
policies under A, B and C above. These procedures 
must be: 

1. Set forth in writing, ^ 
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2. Available for public inspection; 

3. Maintained in the files of the financial aid office. 
E. Loans must be available to all levels of students 

and without discrimination. 



V. Disbursement Of Loans 

A. Loans may be disbursed directly to borrowers or 
may be credited to the borrowers' account: at the in- 
stitution. Payments must be evidenced in the institu- 
tion's records by cancelled checks or vouchers. If the 
institution uses any other method of disbursement, the 
method must be evidenced by a clear audit trail in(6TtKl- 
ing an acknowledgement c^f receipt by each boirower 
indicating the method of payment. Insofar as possible, 
it is desirable to credit students' accounts (tuition, 
room and board, etc.) rather than disbursuig payments 
by check or cash directly to the student. This will 
assure funds are being used for educational expenses 
as required and in accordance with the Affidavit of 
Educational Pur{X)se. In addition, this facilitates 
recovery of refunds resulting from students' withdraw- 
ing from the institution. 

B. No b(')rrower may receive a loan in excess of the 
amount he/she needs during a given academic period. In 
this Ci)nnection, officials should refer to Section 144.14 
of the NDSL regulations regarding.overawards. 

C. An institution making a loan to a student for a 
full academic year must advance a portion of that loan 
in each semester, trimester, or quarter if the institution 
uses such academic periods.-* 

.For institutions not using those academic periods, 
advances must hii made at least twice pe: academic 
year with one advance at the beginning and the other at 
the midpoint of the academic year. 

D. No more than half the loan may be advanced 
before the midpoint. 

E. If, however, the total amount awarded to a stu- 
dent under the campus-based programs is $300 or less, 
only one advance need be made.' 

F. Loans for periods shorter tlian the academic year 
must be advanced to borrowers in installments that are 
deemed appropriate to enable borrowers to meet the 
costs reasonably necessary for their attendance during 
the academic period for which the loan was approved. 
In no event may the loan exceed ^he borrower's deter- 
mined need. 

G. If a siudeni: incurs uneven costs in a particular 
term, or needs additional funds for that term, the in- 
stitution may advance those additional fiinds without 
regard/to the requirements cited in section C above. 

H. No payment may be made unless the borrower 
signs a notarized Affidavit('"of-Educatjonal Purpose as 
approved- by the Commissioner. The-^flfid^r^ust 
stale that the proceeds of the loan will be usVd)solely 
for expenses related-to attendajrice or continued atten- 
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dance at the institution. (See Appendix B-II for a sample 
approved Affidavit of Educational Purpose form). 

I. At the time of disbursement, the institution must 
comply with the Truth in Lending Requirements of 
Regulation Z. If a loan is df^termined invalid because 
of non-compliance with Regulation Z. that loan will 
not be considered to be an NDSL. 

J. A loan must be evidenced by a Promissory Note 
executed. by the student borrower. 

K. No advance may be made unless the institution 
determines that the borrower: 

1. Is maintaining satisfactory progress in the course 
of study he/she is pursuing, according to the standards 
and practices of the institution; 

2. Is not in default on any loan made from a student 
loan fund at that institution or on a loan made, in- 
sured, or guaranteed under the Guaranteed Student 
Loan program for attendance at such institutions; 

3. D \. not owe a refund on grants previously 
receivcu tor attendance af such institution under the 
Basic Educational Opportunity Gram , rogram, the 
Supplemental Educational Opportunity Grant 
program, or the State Student Inc^ent^ve Grant 
program. 

L. Generally speaking, if the default o.li a loan or 
the refund due on a grant is corrected during the 
enrollment pe^'iod for which the loan is approved, an 
advancr may be made. 

VL Terms of National Direct Student 
Loans 

A, Aggregate Amounts 

• The aggregate amounbi of loans a student may 
receive from all institutions of higher education may 
not exceed: y 

1. $10,000 in the case cf any graduate or profes- 
sional student, including all prior amounts received; 

2. $5,000 in the case "-'f a student who has suc- 
cessfully completed two .'cademic years of a 
program lending to a bachelor's degree including 
any such loans rriade before he/she successfully com- 
pleted the two years (the maxinium of $5,000 applies , 
to any student until he/she is admitted to a graduate or 
professional program. Upon admission to a graduate 
or professional degree program, the $10,000 max- 
imum applies). ^ 

3. $2,500 in i>^e case of any student who has not 
^completed two academic years of a program leading 
tc a bachelor's degree. ' . 

B. Interest 

National Direct Student LoaLis bear interest on the 
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unpaid balance at the rate of three percent per annum. 
No interest accrues until the beginning^ the tenth 
month after the date the borr^rCveirceases to carry at 
least one -half the normal academic load at an eligible 
institution of higher education. 

r 

C. RepaymenI Terms 

1. The loan is to \^ repaid quarterly, bimonthly, or 
monthly at the option of the institution. 

2. The repayment begins nine months after the stu- 
dent ceases to carry a one-half time work load and 
ends ten years and nme months after the date the 
student ceases to carry a half-time work load. The 
borrower may request that the payment period start 
at an earlier date. 

3. Repayment of principal and interest is to be made 
in equal monthly, bimonthly, or quai.erly insiall- 
mAts as determined by the lending institution ex- 
cept that the borrower may request that piayments be 
made in graduated installments. This^repayment 
schedule must be approved by the lending instkution 

• and the Commissioner. 

4. The institution has the option of requiring a 
minimum repayment of principal and interest of $:^0 
per month or the equivalent amounts bimonthly or 
quarterly. 

5. All or any part of the principal plus the accrued 
interest may be prepaid at any tmie without penalty. 

6. At the option of the institution, the entire indeb- 
tedness plus interest accrued thereon may become 
immediately due and payable if a borrower fails to 
meet a scheduled repayment of any of the install- 
ments due. 



VII. Advancement arTdTfejaayment 
of Loans ) 



A* Pre-Loan Counseling 

It is essential to ihe sound adnlinistration of the loan 
program that borrowers have as complete an 'under- 
standing as possible of their responsibilities and rights 
under the program. It is strongly recommended that 
either individual or group counseling sessions be held 
with the borrowers prior lO advancing the loan, 

Pre-loan counseling sessions should set forth the 
nature and. purpose of the prograni, clearly indicating 
the borrower's obligation to repay. Each borrov/er must 
be given a copy of the Promissory Note which sets 
forth the terms of repayn^ent along with the borrover's 
rights and obligations,' A discussion of the rip,r;l;i ^vl 
obligations along with providing each Ix^/ * v.r r. 
statement of them is desirable. An opportuniry - j 



be given to borrowers to raise questions concerning 
their rights and obligations, and should abo provide 
disclo.SUi:^of interest rates and general terms of repay- 
ment. 

Pre-loan counseling is a key factor in sound collec- 
tion proc edures. As a part of the pre-loan counseling 
session it is most desirable to have borrowers complete 
an information sheet which would provide useful in- 
formation in sound collection procedures. This infor- 
mation should include: ' I 
]. Borrower's name and current address; 
Tmanent address of parents; 

2phone numbers of the ^^rrower and parents; 
vpected date of graduation; 

5. Spouse's name and address; 

6. Spouse's employer; 

7. Name and addresses of two or three personal. ac- 
quaintances; 

8. Borrower's driver's license number. 

Effectiv^ pre-loan counseling sessions will satisfy 
the initial requirement of due diligence of providing 
each borrov;c*r with full disclosure of rights arid obliga- 
tions. In addition, it will assist in locating borrowers 
who leave the institution without having the exit inter- 
view. 



B. The Promissory Note 

The Promissory Note is the legal docv^nnnt which 
binds the borrower tc the repayment oblig.^ ions, t'r.e 
terms olf the act, and the Federal regulations and 
policies which govern the 'program. 
* ■ 

!• Evidence of Indebtedness 

Each loan advanced mi'.st be evidenced by a Pro- 
missory Note executed by ihe student borrower. The 
Note must be executed withoat security and without 
endorsement unless the borrower is a minor and the 
Note under the law of the State in which the lending in- 
stitution is located would not create a binding obliga- 
tion. In these cases, either security or endorsement 
may be required. (Note: It is imperative that aid ad- 
ministrators have knowledge of ^he laws governing 
Notes in their particular states). 

2. Approved Note Form 

An approved Note form is included in Appendix B 
of the NDSL Regulations, Except for the optional pro- 
visions, any substantive deviations from the provisions 
of this form .nust be approved by the Commissioner. 

of Notes 

Ai.. institution may u.^ie either an "open-end" Note or 
a "liiTrfed ' Note. In either case the conditions and 



terms at the Note as apprcAcd by the Commissioner 
must be used. 

a. ihc ' ()f)cn-ljid" \()(c 

An advantage of the "open-end'' Note is that it is not 
necessary to execute a new Note with each approved 
loan or disbursement. When the initial loan is ap- 
proved for the bcurower and the Note executed, the 
same Note can lie used as long as the borrower con- 
tinues to receive loans from the same institution and 
as long as the terms of the loan remain the same. (It 
should be ni)led that amendments to the act which 
would affect repayment terms'or rights , id respon- 
sibilities of the borrower would necessitate the ex- 
ecution of a new Note), 

The "open-end" Note uoes not contain the specific 
amount of the approved loan on the face of the Note. 
A Schedule of Advances is made a part of the Note. 
At the time of each disbursement of a loan, the bor- 
rower enters the amount received, the date of 
receipt, and his/her signature in the Schedule of Ad- 
vances. 

b. Ihr "Limited^^ Sole 

The "limited" Note must be executed each time a 
loan is approved or disbursed and would be limited 
in its use to no longer than one award period 
(usually one academic year), The specific amount of 
the approved loan must be entered on the face of the 
NoIl;. If more than one disbursement is made of the 
approved loan, each disbursement must be entered 
in the Schedule of Advances accon?.panied by the 
borrower's signature. This should also be done even 
if the entire amount of thK loan is made in a single 
disbursement as it provides further documentation 
of the receipt of the loan by the borrowc. 

4. Distinction Between Loan and Advance 

In the preceding discussion of Promissory Nct^^s 
i'eference has been made to approved loair\ - r.d ad- 
vances. It is important to clearly differentiu:^ * , - ween 
these. 

a. An approved loan is the/ambunt which dit ap- 
pj^oving official at the institution has approved for 
the borrower for the academibsperiod of study which 
may not exceed an award period. 

Approved loans may be disbursed in severai install- 
ments with at least one installment each academic 
term (quarter, semester, etc.) or in at least two in- 
stallments if such terms.are not used. The approved 
loan may not exceed the borrower's need for the 
term for which it is approved. 

b. The advance is the disbursement of the approved 
loan or 'i portion thereof by. the institution to the 
borrower. Advances may be rhade directly to the 
borrower or. .by credit to the borrower's account at 
the institution. The date and amount of each ad- 
vance must be appropriately noted in the Schedule 
of Advances on the Promissory Note and evidenced 
by the bo Tower's signature. 
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5. I'rov i>ion^ <'l th^ Proinivs<»r\ Note 

The required aiul «'piional provisions of the Note 
are enumerated below. A more detailed discussion of 
the provisions will tolhnv. 

a. Required Provisions 

(1) Rate of Interest 

(2) Repayment terms 

(3) Piepaymenl of Loan 

(4) Default 

(5) Deferment ot payments and interest 

(6) Cancellation provisions for teaching, mili- 
tary, death and disability 

' (7) Address change 

(8) rVssignment 

(9) Certification oi' Prio^* Loans 

(10) Schedule ot Advaiices 

(11) Borrower's signatGrc and permanent address 

b. Optional PriJvisions 

The Act provides the institution with certain provi- 
sions the institution may include in the Note if the in- 
stitution chov)Ses to do so. In determining whether or " 
not to include these provisions in the Note, the institu- 
tion should keep in mind that the Promissory Note is 
the binding legal instrunient setting forth the terms and 
conditions of the loan. If the optional provisions are 
not included in the Note, the provisions cannot be used 
in the collection of the loan. Legally the borrower is 
subjiect only to the provisions set forth in the executed 
Note. Inclusion of the (optional provisions in the Note 
does not necessarily mean they must be enforced. It is 
therefore recommended that institutions include the 
optional provisions in the Note. The optional provi- 
sions are: 

(1) Cost of Collection Chargeable to the Borrower 
The institution, at its option, may insert after pro-, 
mise to pay to , the sum of such amounts set 
forth below" 'he following: 

"together with idl attorney's fees and other costs and 
charges necessary for the collection of any amount 
not paid when due," 

(2) Minimum Repayment 

If the institution so chooses, it may require a 
minimum repayment of $30 per month (or the 
equivalent amounts in bimonthly or quarterly repay- 
ment plans) of principal and interest in the event 
repaym.en? over the ten year period would result in 
monthly ^ lyments of principal and interest less than 
a total of $?0. (See Repayment Plans for a more 
detailed di£ Mssion of Minimum Rate of Rep4y- 
merit)., 

(3) Penalty fo: Late Charges 

An institution may provide for. the assessment of a 
charge for the failur-e of a borrower to pay all or any 
part of a payment when due or for failure to file 
tim".ly requests for deferment or cancellation 
oeii'^fits. 

(a) In the case of monthly payments, $1 for the 
first month or part thereof, and SI: for each subse- 
quent month. 
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(b) the case of bimonthly or quarterly pay- 
ments, $3 and S6 respectively for each installment 
interval or part thereof by which such payment or 
evidence is late. 

The institution may add this charge to the out- 
standing principal of the loan but must so inform 
the borrower prior to the due date of the next 
scheduled payment. 
(^*\ Se cu rity and En do rsem en t 
li .at borrower is a minor and under applicable state 
laws a Note executed by a minor would not create a 
bmding obligation, the institution may require 
security or endorseir.ent. 

6. Schedule of Advances 

Each Promissory Note must contain a Schedule of 
Advances showing the date of the advance, the amount 
of the advance, and must bear the signature of the bor- 
rower acknowledging the advance. 

7. Recording Previous Loans 

a. Each borrower must certify on the Promissory 
Note all Direct or Defense loans received at other 
institutions. The certification must include amoiint • 
Of loan, date of loan, and the name of the instituion 
from which the loan was received. 

b. The institution must maintain a record of all 
loans made to the borrower by the institution. 

c. The aggregate amount of loans made to a bor- 
, rower from all institutions may not exceed $10,000 

in the case of a graduate or professional student, 
$5,000 in the case of an undergraduate student who 
has completed two years of a baccalaureate degree 
, program, and $2,500 to a student who has not com- 
pleted two years. 

8. Attaching Repayment Schedules 

A repayment schedule (plan) must be attached to 
the Note at the time the borrower leaves the institution. 
The Office of Education encourages an amortized * 
repayment schedule setting forth the principal and in- 
terest due on each installrfent for the number of in- 
stallments required to pay the loan in full. ^ 

The amortized repayment schedule is not a require- 
ment. As a minimum, the repayment schedule should 
set forth: 

a. The number of principal repayments or the num- 
ber of equal repayments; 

b. The rate of inter est; 

c. The date the first repayment is due; and 

d. The frequency of repayments. 

C. Disposition of the Piromissory Note 
1. Assignment or Transfer 



a. The Note may not be assigned exc:pt to the 
United States (or to a party expressly approved by 
the Commissioner), or to another instution to which 
the borrower transfers if that inutitu^tion is participat- 
ing in the program, or if not participating, is eligible 
to do so and is approved by the Commissioner for 
receipt of the assignment of such Notes. In making 
the assignment or transfer, the assignoi institution 
assigns all rights to monies collected under the 
assigned Note and the assignee restitution accepts 
all responsibilities of the Note. 

b. Under the ins«'tution s Agreement with the Com- 
missioner, the institution' may assign its rights under 
a Note evidencing a loan in default for at least two 
years to the United States provided the institution 
has exercised due diligence (as set forth in the 
regulations) in attempting to collect sucli a loan. The 
assignment of these rights to the United States will 
be without recompense, and any sums subsequently 
collected on the assigned Note will be deposited in 
the general fund of the Treasury. In order to make 
an assignment of such a Note, the institution must be 
able to satisfactorily demonstrate due diligence in its 
collection efforts such as systematic biHi^ij', use of 
skip trace, and use of a coll^cticr. ageiu. or other 
comparable institutional collection proc- a ires. 

c. Except as provided in a and b, the Promissory 
Note may not be assigned or transferred. 

2. Copies of the No|e 

At the time the loan is made, two copies of the Pro- 
missory Note are executed. The original copy is re- 
tained by the institution, and the other is given to the 
borrower. When the borrower leaves school, he/she 
should Receive a copy which shows all advances made. 

3. Changes in An Executed Note 

If an error should be discovered in an executed 
Note, the institution should obtain legal advice as to 
the appropriate action to be taken. In such instances, 
the approval of all changes should be indicated by the 
initials or signature? of all primary parties to the Note. 



4. Safeguarding the Note 

Promissory Notes must be maintained in good order 
in a locked fireproof container. Only authorized per- 
sonnel may have access to the Notes. 



5. Repaid Notes 

An institution must retain all financial and repay- 
ment records pertaining to any individual loan made 
for not less than five years tVom th^ date on which the 
entire amount of the loan has been repaid, cancelled, 
or assigned. 
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Microfilm copies may be substituted for original 
records in meeting this requirement. 

When a loan has been repaid, the institution should 
mark the Note 'Taid in Fuli ", have it certified by an 
official of the institution, and surrender the Note to the 
borrower. The institution must retain a photostatic or 
other reproduced copy of the Note for a period not less 
than five years aiter the date the loan was repaid in 
full, 

D. Interest 

1. Rate of Interest 

The loan bears interest on the unpaid balance at the 
rate of three percent per annum except that no interest 
accrues until the beginning of the tenth month after 
which the borrower ceases to pursue at least a half- 
time course of study at an institution of higher educa- 
tion. (On loans riiade prior to November 8, 1965, in- 
terest does not begin to accrue until one year from the 
date the borrower ceases to pursue a half-time course 
of study). 

In addition, interest does not accrue on the loan as 
follows: 

a. During any period in which the borrower is carry- 
ing at least a one-half time work load at an institu- 
tion of higher education or a comparable institution 
outside the United States approved by ihe Commis- 
sioner; 

b. Not in excess of three years during which the bor- 
^ rower is a member of the Armed Forces of the 

United States; and 

c. Nv :n excess of three years during which the bor- 
rower is in service as a volunteer under the Peace 
Corps Act or is a VISTA volunteer under Title I, 
Part A of the Domestic Service Act of 1973. 



2. Computation of Interest 

?. Interest is computed at the rate of three percent 
per annum simple interest oa the unpaid principal 
balance. 

b. Interesi .should be computed from the date when 
the payment is received rather than from the due 
date; however, interest charges may be computed 

(1) to the nearest first-of-the -month, or 

(2) in accordance with the established schedule of 
payments of principal and interest if the borrower 
is paying on a regular basis in accordance with the 
schedule. 

c. in t^^e case of past cfue payments, interest should 
be computed based on the date received. The pay- 

. mehts ' hould first be applied against accumulated. 



interest with any remaining amount applied to the 
principal. Generally, if the past due payment is 
received prior \o the next regularly scheduled pay- 
ment, the established schedule of principal and in- 
terest payments may be applied. 



VIIL Loan Payment 



A. General 

Both the National Defense Education Act of 1958 
and Higher Education Act of 1965 as amended stipu- 
late ten year repayment periods; however, they differ in 
their provisions which define the starting date of the 
repayment period. As a result, institutions participat- 
ing in the program prior to the 1965-66 academic year 
will find it necessary'to collect their loans over varying 
periods. 

1. Borrowers who completed their study prior to 
November 8, 1965 will repay their loans over a 
period which was determined by the terms of the Na- 
tional Defense Education Act of 1958 or as 
amended by P.L. 88-66'5. 

2. Some borrowers received* loans prior to Novem- 
ber 8, 1965 and also had new loans committed and 
advanced after November 8, 1965. These borrowers 
are subject to the terms of the original Act for loans 
prior to November 8, 1965 and to the terms of the 
Higher Education Act of 1965 as amended for loans 
made or committed after November 8, 1965. 

3. Borrowers whose total loans were approved after 
November 8, 1965 will repay their loans in accor- 
dance with the terms of the Higher Education Act of 
?.965 as amended. 



B. Repayment Period Established by the 
Original National Defense Education Act 
of 1958 

The National Defense Education Act provided that 
borro'''^rs must repay their loans, plus interest 
thereo. , in annual installments over a ten year period 
beginning one year after the date on which they cease 
!o pursue a full-time course of study (or on or after Oc- 
tober 16, 1964 cease to pursue at least a half-time 
course of study as set forth in P.L. 8ij -C65) at an in- 
stitution uigher -education and ending eleven years 
aftei such date. , 
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C. Repayment Period Established by 
Higher Education Act of 1965 

The Higher Education Act of 1965 as amended pro- 
vides that borrowers must repay their loans, plus in- 
terest thereon, in quarterly, bimonthly, or monthly in- 
stallments over a ten year period beginning nine 
months after the date on which they cease to cairy, at an 
institution of higher education or at a ^^omparabic in- 
stitution outside the United States approved by the 
Commissioner, at least one-half the normW full-time 
academic work load as determined by the institution, 
and ending ten years and nine months after that date. 
The period may begin earlier at the request of the bor- 
rower. 

. D. Period of Grace 

1. Definition 

The interval between termination of at least half- 
lime study and beginning of the repayrnent period is 
termed "the period of grace.'' 

2. Non-Accrual of Intcrc«>t 

The Act specifically provides that during this period 
repayment need not be made and that interest does 
not accrue. 

3. Determination of Period of Cracc 

The period of grace provided an individual bor- 
rower will be determined in accordance v/ith the terms 
governing the Promissory Note executed at the time 
the loan was approved. 

a. For Notes subject to annual repayment terms 
(that is, for loans committed and on which an ad- 
vance was made on or before November 8, 1965), 
the period of grace consists of twelve consecutive 
months from the time the borrower ceases to pursue 
at least a half-tinie course of study (or prior to Octo- 
ber 16, 1964, a full-time course of study) at an in- 
stitution of higher education in a state or a connpcra- 
ble institution outside the States. 

b. For Notes subject to monthly, bimonthly, or 
quarterly repayment terms (that is, for new loans 
made after Novemb'ir 8, 1965), ihe period of grace 
consists of nine consecutive months from the time 
?hat the borrower ceases to pursue at least a half- 
time course^ of study at an institution of higher 
education in a state or a comparable institution out- 
side the States. 

c. The grace period (nine or twelve consecutive 
months, ^'lichever is applicable) is calculated from 
the fi!St-of-thc-month nearest to the day when the 
borrower leaves the institution unlcjs the institution 
chooses to use the actual date of separation. 



4. E\pira!i<rn of Period of Crate 

The period of grace will expire upc:>n determination 
that the borrower has been -iway from'eligihie student 
status for a continuous period of nine or twelve- 
months, whichever is applicable. It is important to note 
that the period must be continuous for the full appli'":a- 
blc period. Borrowers returning to eligible student 
status before the expiration of nine or twelve con- 
tinuous months, whichever is applicable, would 
''^receive the_ nine or twelve month period of grace on 
their subsequent departure from eligible student 
status. 

If, after borrowers have been accorded the period of 
grace on one loan, they should later resume at least a 
half-time course of study at the same or another in- 
stitution and receive additional loans, they would be 
entitled to another period of grace only for those addi- 
tional loans. 

E. Deferments Extending Repayment 
Per?od 

t 

K Student Status, Military, Peace Corps, 
VISTA 

Installments of principal need not be paid and in- 
terest does not accrue on the loan during any period: 

(1) in which the borrower is carrying at least a half- 
time course of study at an, institution of higher educa- 
tion in a State or at a comparable institution outside 
the States approved by the Commissioner; 

(2) not in excess of three years during which the borrower 
is a member of the Armed Forces of the United States, or 
is in service as a volunteer under the Pease Corps Act, or 
is a VISTA volunteer under Title I -Part A of the 
Domestic Service Act of 1 973. Any such periods are not 
included in determining the ten year repayment 
period. • 

The above -listed deferments are available to both 
Defense loan and Direct loan borrowers. Additionally, 
for Defense loans only, an institution may, at its option, 
provide that repayment installments may be deferred 
during any period or^periods not in excess of three 
years while the borrower is enrolled at an institution of 
higher education for less than half-time study taking 
courses which are creditable toward a degree. The in- 
stitution may also provide that any period of defer- 
ment vill not be included in determining the ten year 
period in which the repayment must be completed, but 
interest continues to accrue during any such period. 

2. Special Extcn.sions 

In addition, if students who have bon owcd ft-om a 
Fund, due to extraordinary circumstances such as ill- 
ness or unemployment are unable to meet their 
scheduled repayments when due, the institution may 
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revise their repayment schedules, Wliere the revision 
would involve an extension of the repayrnent period 
beyond the ten year period, the Commissioner niust j^^ 
notified in the case of Defense Loans {loans rn^cie 
prior to July 1, 1972). In ae case of Direct Lo^ws 
(loans made subsequent to July 1, 197^.), such action 
extending- the ten year period must have prior approval 
of the Commissioner. Interest continues to ucC^'ue 
(luring these periods of deferment. 
3. Certificafion Procedure 

a. Responsibility of the Borrower 

Borrowers who desire to request deferment must subiViit 
their requests to the lending institution on a properly 
completed form, "Request for Deferment of Rep^y. 
ment Because of Armed Force, Student, Peace Corps, 
or VISTA status." This certification form, which t^e 
borrower ^Jiould obtain from the lending institutiv^n, 
should be submitted when the first repayment install, 
ment is due following the borrower's entering into eligi^ 
ble status. This certification form must be filed at l^^st 
annually for so long as the deferment is claimed. In a^j. 
dition, the borrower should report any change of stal^$ 
immediately to the lending institution. 

b. Institutional Responsibility 

It is the responsibility of the institution to approve or 
disapprove and file the deferment forms after rnak^ 
ing appropriate notations on its records. This is t^e 
institution's responsibility and cannot be delegate^. 
If the request for deferment is based upon enron^ 
ment in a foreign institution of higher education ^nd 
ihrA Z is question whether that institution qualifies 
a comparable institution outside the U.S.'\ 
name and location of the institution should be sub^ 
mitted to the OE Regional Office for approval 
In approving these deferments, tbe-institution ni^st 
ensure that the appropriate form is properly corj^^ 
pleted, making certain (1) in the case of student 
status, the period of at least half-time enroUnient of 
the borrower is indicated and certified by the 
registrar of the institution as an eligible institutiori of 
higher education; and (2) in case of military, Peace 
Corps, or VISTA status, that the period of service is 
properly indicated and properly certified by an 
official of the respective organization authorised iq 
so certify. .Additionally, the institution must further 
ensure that no more than three years of such Service 
is deferred. A borrower who receives loan cancellg^ 
tion for a year of military service is deemed to have 
used one year of his/her entitlementto deferrnent for 
. military service. 



F. Establishing Pay ^**n4 Dates 
1. First Payment Date 

Immediately upon completion of the grace Period, 

JC 10 



the 10 year repayment period begins, and simple in- 
terest cn the loan it the rate of three per cent per .-^n- 
num starts to accrue. At this point the borrower's 
repayment date is established. The dates of first pr.y- 
rnent are as follows: 

a. Annual Repayment 

First payment due one year from the date of the ex- 
piration of the grace period (two years after ceasing 
to be at least a half-time student). 

b. Monthly Repayment 

One month from the date of th^- expiration of the 
grace period (10 months from date he/she ceased to 
be at least a half-time student). 
^ limonthly Repayment 

months frorh the date of the expiration of the 
grace period ( 1 1 months after ceasing to be ai least a 
bfilf'time student), 
d. Quarterly Repayment 

Three months from the date of the expiration of the 
grace period (one year from the date he/she ceased 
to be at least a half-time student). 

2. Establishment of Standard Repayment Dates 

For purposes of uniformity, administrative er.se. and 
economy, an institution n .-y establish stanuaid or 
uniform repayment dates for borrowers under quar- 
terly repayment schedules. For borrowers subject to 
quarterly repayment terms, the institution may 
establish the repayment date as the first day of the 
calendar quarter following the expiration of the grace 
period plus'^three months. Four standard dates would 
be used: January 1, April i, July 1, and October 1. 



BORROWERS' 


•Hack 


FIRST 


TERMINATION . 


PtRiOD 


INSTALL- 






MENT 


DATE 


ENDS 


DUE 


January 1 


September 30 


January 1 


February 1 


Octi-ibcr 31 


April 1 


March I 


November 30 


April 1 


April 1 


December 31 


April 1 


May I 


January 3 ! 


Jul) 1 


ju- 1 


February 28 


July 1 


1 i 


March 31 


July 1 


August 1 


April 30 


Ociobcr 1 


Se pterin t>er 1 


May 3 1 " 


October 1 


OciobCT 1 ■ 


June 30 


Ociober 1 


T^jovcfYi^^er I 


July 31 


January j 




August 31 


January i 



* In all such instances, the repayment schedule must 
be adjusted so that the total amount scheduled to be 
repaid will be scheduled for completion within the 
normal period required by statute or as prescribed in 
the terms of the note. It is recommended that the 
corrective adjustment of principal and interest be 
made on the first installment. 




G. Computation of Payment Involving 
Deferment 



iX. Repayment Plans 



1. Advanfages for Paymvnl Date to Remain 
Fixed 

It is advantageous for collection and bookkeeping 
purposes to have a payment date remain fixed once it 
has been established If the borrower is entitled to a 
deferment, problems may arise in the computation of 
the payments due. Once the payment date has been 
established, the following procedures are recom- 
mended: 

a. When the period of grace has expired on a loan, 
interest is diafged on the unpaid balance for any 
portion of a scheduled installment period for which 
the boriower does not have a deferment. 

b. The payment date remains fixed and the bor- 
rower, if he/she has filed a certificate of deferment 
for a fraction of a scheduled installment period, is 
obligated to make payment's of interest and principal 
for ihc fraction of such period which is not covered 
by the deferment. 

c. If, on the due date, the borrower is still in a defer- 
red status, interest and principal payments need not 
be made at that time for any fraction of a scheduled 
installment period for which there was no deferment. 
Such ? case would be handled as follows: 

(1) Interest payment due is carried over and is 
paid on the next due date as a part of the total of 
all interest accrued by that date. i 

(2) Principal payment due for the fraction of the' 
period which is not covered by deferment is added 
as part of the total payment and is extended ^ 
amount of elapsed time for which there 
deferment. 

2. DeferiVicni Peiiod 

a. When borrowers file a certificate of deferment 
covering a full academic year or its equivalent, they 
are entitled to deferment for the period of twelve 
months from the last repayment date immediately 
preceding the beginning of their deferred status. | 

b. If borrowers file a certificate which covers only a 
portion of an academic year, their deferred status 
applies only during the actual period they are in 
eligible deferred status and their next payF»rnt 'be- 
comes due on the next regularl^cheduled icpay- 
ment date. 

c. A loan in deferred status is not considered delin- 
quent even if past due at the time deferred status was 
granted. 

d. Upon completion of borrowers' eligible period 
for deferment, their next payment becomes due on 
the next regularly scheduled repayment date. 



A. General 

The institution is required to furnish each borrower 
with a repayment schedule (plan) setting forth as a 
minimum the number of principal repayments, or the 
number of equal payments as the case may be, the rate 
of interest, the date the first repayment is due, and the 
frequency of repayments. 

The Office of Education encourages the use of an 
amortized repayment schedule setting forth the 
amount of principal and interest due on each install- 
menrfor the number of installments required to pay the 
loan in full. 



B. Loans Subject to Annual Repayment 

Borrowers whose loans were made on or before 
November 8, 1965 have the right to a full ten year 
period in which to pay their loans in equal annual in- 
stallments or in graduated periodic installments, under 
officially approved plans. 

C. Loans Subject to Quarterly^ 
Bimonthly, or Monthly Repayments 

The Higher Education Act of 1965, as amended, 
provides that the principal amount of a loan, together 
with the interest thereon, is to be repaid in equal in- 
stallments (or, if the borrower so requests, in gradu- 
ated periodic installments in accordance with 
schedules approved by the Commissioner) payable 
quarterly, bimonthly, or monthly at the option of the 
institution. 

The above terms are applicable to all loans made 
after November 8, 1965 with the following exceptions: 

1. If a loan commitment was made on or prior to 
November 8, 1965, and an advance was made pur- 
suant to that commitment before that date, all 
further advances made on that commitment through 
the end of the 1965-66 academic year may be made 
under the same terms and conditions as the initial 
advance (See Annual Repayment). 

2. Loans made to a borrower on or before Novem- 
ber 8, 1965 may be made applicable to quarterly, bi- 
monthly, or monthly repayment terms and consoli- 
dated with loans subsequent to November 8, 1965 
provided both the borrower and the institution give 
their consent. Such consent on the part of borrowers 
would be indicated by their agreement to execute a 
new Note in which their earlier loans would be con- 
solidated and made repayable under the revised 
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tef^.ns. (The option of requiring a minimum payment 
of SI 5 a month may not be applied co any loans out- 
standing or November 8, 1965.) 



K Minimum Rates of Payment 

1. DefenscLoans 

a. The Higher Education Act o^" 1965 provides the 
institution the option to require tne student borrower 
to make minimum payments of principal and inteiest 
at a monthly rate of not more than $15 a month (or 
the equivalent thereof on bimonthly and quarter!} 
payments) provided the required payments of equal 
installments of principal and interest we'-e less than 
$15 a month over the full ten year repayment period. 
The $15 minimum repayment option app s to 
loans made between November S, 1965 and July /, 
1972. 

b. Application of Minimum Repayment Where the 
Borrower Has Received Loans at More Than One 
Institution 

(1) Where one institution exercises the $15 
minin^um repayment option and the other institu- 
tion does not exercise the option (amortizes the 
loan over the full ten year period) and the total 
monthly repayments of the borrower are less than 
$15 a month, repayment is made as follows: 

(a) The institution not exercising the minimum 
repayment option would receive the amount 
due under its established 10 year repayment 
plan. 

(b) The institution exercising the minimum 
repayment option would receive the difference 
between the payment of principal and interest to 
the other institution and $15. If the institution, 
without applying the option, would be entitled 
to an amount of principal i^nd interest greater 
than the differential, then the institution would 
be entitled to that amount. (Amount based on a 
ten year repayment plan of equal monthly in- 
stallments). 

(2) If a borrower has obtained Defense Loans 
from more than one institution and each of the in- 
stitutions exercises the minimum repayment op- 
tion, the $15 minimum repayment is divided 
among the institutions in proportion to the total 
amount of principal advanced by each institution. 

2. Direct Loans 

a. The Education Amendments of 1972 increased 
the option for w iiimum repayment to $30 provided 
the required payments of principal and intere^ 
would result in payments of less than $30/month if 
amortized over the full ten-year repayment period. 
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The S30 minimum repayment option applies to 
loans made on or cfter July I, 1972. 
b. Application of Minimum Repayment Where the 
Borrower Has Received Loans a* More than One In- 
stitution. 

The same application a{)plies as is outlined for 
Defense Loans (D 1 b.) except rhatS30 should be in- 
serted for SI 5. 

3. Borrowers Receiving Both Drte'.'-sc and 
Direct Loans 

a. If the sum o^the monthly amount of repayments 
of principal and interest that a borrower would be 
required to repay on his or her Defense and Direct 
Loans under the ten year repayment plan is at least 
$30 monthly, iht institution may not exercise the op- 
tion provided in either Promissory Note to increase 
the monthly repayment amount. The effect is that the 
maximum minimum monthly repayment required 
may not exceed $30 (or the equivalent amount on 
bimonthly or quarterly payments). 

b. If the sum of the mr luhly amounts of repayments 
over the ten year perio d is less than $30, the institu- 
tion may not exercise the minimum repayment op- 
tion to require a monthly repayment greater than 
$30 (or the equivalent amount for loans paid bi- 
monthly or qu;xrter!y). The effect is that the institu- 
tion may not invoke both the Defense Loan option 
of $15 and the $30 Direct Loan Option. In no case 
may the institution exercising^he minimum repay- 
ment option require a payment of principal and in- 
terest greater than $30 monthly if the otherwise re- 
quired payment would be less than $30. 

c. If the sum of the monthly repayment amounts of 
principal and interest that borrowers would be other- 
wise required to repay on Defense and Direct Loans 
is less than $30, the amount required on the Defense 
Loan is less than $15, and the institution exercises 
its opti n for a minimum monthly rejiayment under 
one or both loans, no more than $15 may b^ at- 
tributed to the Defense Loan and then only if the in- 
stitution exercises its option on the Defense Loan, 

X. Cancellation Of Loans 

The National Defense/Direct Student Loan 
Program provides for cancellation of loans in six 
categories. The six categories are teaching. Head Start, 
military, death, disability, and bankruptcy. Eligibility 
for cancellation benefits will vary with the dates of the 
loans as several amendments hive been made regard- 
ing cancellations. The Education Amendments of 
19/2 discontinued for Direct Loans certain provisions 
which applied to Defense Loans. Teacher cancellation 
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is based cn duties as presented in an official position 
description, not on the position title. 



A. Defense Loans (Prior to July 1, 1972) 
1. Teacher Cancellation 

a. A boirower is entitled to have up to fifty percent 
of any loai: plus the interest thereon cancelled for 
service as zfulUime teacher in {\)a public or other 
^^n-profij elementary or secondary school in a 
:i!'yte, (2) an institution of higher education, or (3) 
O'i elementary or secondary school overseas of the 
Armed Forces of the United States^ at the rate of 10 
percent of the total amount of the loans plus the in- 
terest thereon for each complete academic year or its 
equivalent of such teaching service. ' 

b. A borrower is entitled to have the :nlire amour: 
of any loan plus the interest thereon cancelled for 
service as a full-time teacher in a public or other 
non-profit elementary or secondary school in which 
therv is a high concentration of students from low 
income families as may be designated by the Com- 
missioner after consultation with the state educa- 
tional agency of the state (these schools will be 
designated each year in the FEDERAL 
REG; STP^O at the rate of fifteen percent of the total 
amouLv uf the loans plus the interest thereon for 
each complete academic year or its equivalent of 
teaching service. Cancellation is available only for 

^ teaching service beginning v/ith the 1966-67 
academic year. 

c. A borrower is entitled to have the entire amount 
of any loan plus the interest thereon cancelled for 
service is a full-time teacher of handicapped 
children in a public or other non-profit elementary 
or secondary school system at the rate of fifteen per- 
cent of the total amount of the loans plus the in- 
terest thereon for each compictc academic year or its 
equivalent of such teaching service. This benefit is 
available for teaching service beginning with the 
1967-68 academic year. 

Military Cancellation 

A borrower is entitled to have up to 50 percent of 
any loan made after April 13, 1970 but before July I, 
1972 plus the interest thereon cancelled for services 
after June 30, 1970 as a m-m^ -V of the* Armed Forces 
of the United States atth Si 12-1/2 percent of the 
total amount of the loans ^ .us the interest thereon for 
each year of consecutive service as a member of the 
Armed Forces. 

3. Death 

Any loaninadp and the interest thereon may be can- 
celled on the death of the borrower. 



4. Permanent :ind Total Disability 

Any loan and the interest thereon may be cc.ncelled 
if the borrower becomes permanently and totally dis- 
abled after receiving the loan. 



5. Bankruptcy 

A loan may be cancelled upon receipt of an official 
notice of discharge in bankruptcy from the bankruptcy 
court. 



B. nirect Loans (after June 30, 1972) 
1. Teachc Cancellation 



2. MiSUary CanceUation 

A borrower is entitled to have up to fifty percent. of 
any loan made under this part after June 30, 1 972 plus 
the interest thereon cancelled for service as a member 
of the Armed Forces of the United States in an area 
that qualifies for special pay under section 310 of Title 
37 of the U.S. Code at the rate of 12-i/2 pe--c:.t of the 
total amount of the loan oius the interest reon for 
each year of qualifying service. 
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a. A borrower is entitled to have the entire amount 
of any loan plus the interest thereon cancelled for 
services as a full-time teacher in a public or other 
non-profit elementary or secondary school in which 
there is a hi^^.i concentration of stud en :s from low 
income families rs may be design3ted by the Com- 
missioner after consultation with the state educa- 
tional agenc of the state (these schools will be 
designated each year in the FE'^ERAL 
REGISTER). 

b. A borrov/er is entitled to have his entire loan can- 
ceiled for service as ^full-time teaoh^^r o; handicap- 
ped children in a public or other non-profit elemen- 
tary or secondary school system. 

c. The rates of cancellat: -i for ter^hers in low-in- 
come schools and for teachers of the handicapped 
are as follows (i^tes apply to percentage of total 
amounts of loans plus interest thereon. Each year 
must be a complete academic year or its equivalent)- 

First Year - 15% 
Second Year - 15% 
Third Year - 20% 
Fourth Year - 20% 
Fifth Year - 30% 

d. Theie is no provision for cancellation of Direct 
Loans for teaching seryice in higher education or for 
teaching in eleYncntary\or secondary schools other 
than teaching in low incpme schools or teaching the 
handicapped. 1 



3. Death 

Any loan rrade under" this part and the interest 
therecn may be cancelled upon the death of the bor- 
rower. (Note: The Amendments of 1976 apply death 
and disability canceliation retroactively to all Defense 
an^ Direct Loans whenever made.) 



4. Permanent and Total Disabiiity 

,Any loan and the interest t' ■ :;on may be cancelled 
if the borrower becomes permanently and totally dis- 
abled after receiving the To an. 

5. Head Start 

A bcr'ower whose loan was made after June 30, 
1972 is entitled to have the entire amount uf such loan 
plus che interest thereon cancelled for services as a 
fuli-linc staff member in a pre -school program carried 
out under section 222(a)(1) of the Economic Oppor- 
tunity Act of 1964 (Head S^art) if that program is oper- 
ated tor a perios- "hich is comparable to a full school 
year m' the' locality. However, the borrower's salary as 
a full-time st^ff member may not be more than the sal- 
ary of a comparable cinpl:;>ee of the local educational 
agency in the area eerved by the pre -school program. 
Loans are cancelled the rate of 15 percent of the 
total amount of loans plus the interest thereon for each 
compiete school year or its equivalent of such service. 

' 6. Bankruptcy 

A loan may be cancelled upon receipt of an official 
notice of discharge in bankruptcy from the bankruptcy 

CClift. 

Cc Responsibility for Determining 
CanceilatioFi Benefited 

1. ResponsibalLty of the Institution 

The rrrponsibility for determining whether bor- 
rowers are entitled to have any portion of their loans 
cancelled rests with the institution io whose Fund such 
loans are payable upon receipt and approval of an ap- 
plication for cancellation from such students, to be 
provided in a form specified by the instituaon. This 
responsibility cannot be delegated. 

2. Forms and D^vrumentr.tion Required 

a. Teacher Cuncellation 

(1) Borrower must file a "Request for Partial 
Cancellatioii of Loan Due to Teaching Service." 

(2) Request form must be signed by an 
authorized official in the school system certifying 



the teaching service. 

(3) Before granting teacher cancellation benefits 
at an accelerated rate for Defense loans or for 
Direct loans, the institution must insure that the 
schcol at which the teaching service was per- 
formed appears on the list of schools published in 
the FEDERAL REGISTER for teaching service 
during the academic year in which the borrower 
laught. Because the statutory conditions govern- 
ing the compilation of these lists vary between 
Defense loans and Direct loans, it is possible for a 
particular school to be an eligible school for ac- 
celerated cancellations for Defense loans only, 
Direct loans only, or -both, for a particular 
academic year. 

b. M Hilar y Service 

(1) Borrower must file a *Rfqu£St for Partial 
Cancellation of Loan for Military Service". 

(2) The request form must be signed by-ihe Com- 
manding Officer certifymg the dates ol'service and 
whether or not the borrower qualifies for special 
pay under Section 310 of Title 37, United States 
Code . 

c. Death 

Institution r.^ust secure a copy of the death certifi- 
cate or other proof as required under state law. 

d. Disability 

(1) Medical evidence supplied by the borrower or 
his/her representative including statv;ments from 
all doctors, hospitals, or agencies concerned with 
the case. 

(2) Recommendation of the lending institution 
subject to the approval of the Commissioner. 

e. Bankruptcy 

Official notice of discharge in bankruptcy from 
the bankruptcy court. 

3. Cancellation Provi.sion Not Retroactive 

No portion of any loan may be cancuHed for services 
performed by 'lx)rrowers prior to the date of execution 
of their loan notes. 



Exclusion of Refunds 

The refui'.Jing of any repayment of a loan is not 
ap.thorized, except a refund will be allowed where an 
overpayment is made by a. borrower as a result of an 
institutional error. This implies that an institution will 
keep a borrower informed of any new benef.^s such as 
added cancellation provisions. 



E. Postponement of Payments 

1. An institution Jmay postpone loan repayments 
for a twelve month period if the borrower: 
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a. will be teachi'"^ or providing other services 
which would enable him to have a portion of his 
loan cancelled: and 

b. has submitted a statement signed by a responsi- 
ble official of the military agency, school, or in- 
stitution employing the borrower that the bor- 
rower will be so employed. The statement should 
include the borrower's job description, the period 
of em;^lo>Tnent, and the full-time or part-time 
nature f tlie employment. 

2. If a bi/rrower has received both Defense Loans 
and Direct* Loans and is eligible for cancellation 
benefits on only one of those loans, only the loan 
repayments due on the loan for which cancellation is 
available may be postponed. 

3. Postponements may also be granted for antici- 
pated deferments in the same manner as described 
for anticipated cancellations. 

F. Reimbursement by the Commissioner 
of Amounts Cancelled 

\ 

1. DcfOnsc Loans 

a. With respect to loans made before July 1, 1972, 
the Commissioner will reimburse each institution 
each award period for loss of principal and interest 
during that award period resulting from cancella- 
tions for leaching service or military service. The 
reimbursement is an amount; which bears the same 
ratio to the interest which has befen prevented from 
accruing and the portion of the principal which has 
been cancelled as the total amount of the institu- 

,tion'3 capital contributions to its Fund bears to the 
sum of the institution's capital contributions and the 
Federal capital contributions to such Fund (usually 
ten percent). 

b. Reimbursements to the institution for, amounts 
cancelled on Defense Loans represent institutional 
funds and may be used at the discretion of the in- 
stitution. 

c. No reimbursement will be made to the institution 
for cancellations due to death, disability, or 
bankruptcy. 

2. Direct Loans 

a. On loans made after June 30, 1972, the Commis- 
sioner will pay to each institution for deposit into its 
Fund, for each award period, the amount of prin- 
cipal and interest thereon, which has been cancelled 
from its student loan Fund for that year for Teach- 
ing, Military, or Head Start Service. 

b. All such reimbursements (payments) to the in- 
stitution by the Commissioner for cancellations 
under Direct Loans must he deposited to the institu- 
tion's National Direct Student Loan Fund. 



c. No reimbursement will be made to the institution 
for cancellations due to death, disability, or 
bankruptcy. 



XI. ^ Coljection Procedures 



A, Due Diligence 

Each institution must exerci5\e due diligence in the 
collection of amounts dye and payable to its Fund. In 
the exercise of this responsbility each institution must 
consistently use extensive and forceful collection -pro- 
ceriures. In order to fullfill the requirement of due 
' diligence, an institution must: 

1. Provide to all borrowers, not later than the time 
when they sign their Promissory Notes, full dis- 
closure of their rights and obligations thereunder. 

2. Conduct an exit interview with all borrower's 
prior to their leaving the institution. The exit imer- 

* view may be conducted either on an individual basis 
(preferred) or in groups. During the exit interview, 
botjowers must be: 

a. Provided a detailed explanation of their 
obligations and rights. 

b. Provided with a copy of their^repayment plan 
(schedule). ^ 

c. Advised of their responsibility to inform the in- 
stitution immediately of any change of adcjress. 

d. Advised of the full amount of their^loan includ- 
ing the interest rate. 

e. Advised oF the- date and amount when the first 
payment becomes due. 

f. Advised of their respansibilityto contact the in-* 
stitution prior to the due date of any installment if . 
payment cannot be made for any reason. 

g. Advised of rights and procedures regarding 
postponement, deferment" or cancellation. - ' 

h. Advised of their rights to . accelerate loan 
repayments without penalty. 

- i. Advised of any optional features of the Note 
(minimum repayment, penalty charges, collection 
changes). ^ 
j. The institution must aUo have the borrower sign 
a copy of the repayment schedule and must place 
that copy in the borrowers file. 
3: If borrowers leave the institution without notice, 
th^ institution shouy mail the borrowers a copy of 
their Note an^ two copies of their repayment 
schedule and request th& borrowers to sign and 
return one the Qopies of the repayment schedule, 
4. The institution musT maintain contact , with bor- 
rowers after their leaving the institution in order to 
facilitate billing and to keep them* informed of all 
•changes' in the program affecting their rights and 
> obligations. ' ^ 



5. The institution must contact the borrower no less 
than thi Mmes before the first payment is due, as 
follows , ' ' 

a. 90 J:.;> ' into the grace period 

b. 180 ua^s ir.to the grace period 

c. no lesi than 30 days preceding the due date of 
the first installment. 

6. Regular biUing and follow up procedures must be 
established during the period in which any outstand- 
ing balance remains unpaid. 

7. Ajx institution unable to locate a borrower in spite 
of its established billing and foliow up efforts must 
either engage the services of a commercial skip-trace 
organfzation or perform equivalent skip-tracing ac- 
tivities with its own personnel. 



3. Reasonable litigation costs may be charged to 
the Fund. 

... ^ ^ _ 

E. Bankruptcy 

1. An institution mu%i refrain 'from collection ac- 
tivity in the- event the borrower is adjudicated a 
bankrupt and the loan has been disdharged. 

2. No such loan may be written off until a'; oiFficial 
. notice of the discharge in bankruptcy hai been 

received by the institution. ^ " 

3. Any payments received from a borrower alter his 
discharge in bankruptcy may be deposited to the in- 
stitution's Fund. 



B. Use of a Billing Service 

1. An institution may use a billing service to carry 
out its required billing procedures. In so doing, the 
ultimate responsibility for making decisions relative 
to the making and collection of loans and cancella- 
tion and deferment of loans nriist remain with the in- 
stitution. Th\^ responsbility cannot be delegated.' 
•2. The costs incurred by the institution for such a 
billing service cannot be deducted from the Fund,,* 
except to pay for skip-trace activities and telephone. 
, calls to deHnquent borrowers.* 



C. Use of a Collection Agency 

If an institution is still unable to attain payment from 
a borrower after performing dpe diligence, it must use 
the services of a dollection agency, or perform the re- 
quired collection activities with its own personnel, or 
resort to litigation. The NACUBO publication, Sfw^m/ 
Loan Collection Procedures, contains helpful infor- 
mation on the use of a collection agency. 



D. Costs of Collection 

1. Reasonable costs incurred by tjie use of a ci^m- 
mercial skip-trace agency or by the use of a callec- 
tion agency and the costs of telephone calls in locat- 
ing lost borrowers are considered other collectioii 
costs and may be charged to the Fund except that 
any^col lection costs paid by the bcrrower may not be 
charged to the Fund.' 

2. If an institution elects to perfc»rm its own collec-.- 
tions, rather than to use a^ collection agency, its ac- 
tual costs of collection including salaries may be 
considered "other collection costs" and charged to 
the Fund so long as the^costs do not exceed the costs 
that would have been permitted if the institution had 
used a commercial collection agency. 



F. Overdue Payments and Default 

1.^ Overdue Payments ^ 

If a borrower fails to make a payment or to file an 
appropriate cancellation or deferment form by the due 
date, the institution must^ follow the procedures 
prescribed in section 144.44 of the NDSL regulations. 

Within 15 days of the missed due date,^the institu- 
tion must contact the "borrower by telephone or in writ- 
ing to demand payment. A second effort, if necessary, 
must oe made within 45 days of the missed date. If the 
borrower does not respond satisfactorily (o those con- 
tacts, a third effort must be made by mailgram or 
telephone within \5 days of the second contact. If a 
satisfactory response is not received, a final demand 
fetter must be sent withiti fifteen days of the third con- 
tact (i^e., within 75 days of the missed due date). The 
firwil demand letter must give the'borrower 30 days to 
repay and inform him or her that the .loan will be refer- 
red for collection or litigation unless a satisfactory 
response is received within that time. If the institution 
ihtends to accelerate the loan or has already done so, 
that fact^must also be stated in the final demand letter. 

If a satisfactory response is not received to the final 
demand letter, the institution must contact the bor- 
rower by telephone before referring the loan for collec- 
tion or litigation. This telephone call may be made 
within the 30 days the borrower was given to respond 
to the final demand letter or after th'fe expiration of the 
,30 days. The purpo,se of the telephone call is to find 
out whether the borrower's reason for non-response is 
financial hardship such as prolonged illness or 
unemployment. If it is,, the borrower shoufd be given a 
fiardship deferment. This telephone call should* be 
made by a person skilled in mailing" telephone collec- 
tions. 

If the loan is referred for collection and the bor- 
rov/er still fails to pay, the institution must decide 
whether the borrower has the ability to pay. It mustsuc^ 
for payment if the indebtedness is at least $500 and the 

.()/) * i 



borrower (1) can be located, (2) has assets which may 
be used to satisfy the indebtedness, and (3) has no 
known defense (e.g., tfae statute of limitation). 

1, Default 

If arHnstitution has reason to believe that a bor- 



rower does not mtend to honor hife or her commitment 
to repay the loan, it may consider the loan defaulted 
and send the final demand letter. If the borrower does' 
not respond within 30 days, the institution may refer 
the note to a collection igency. 
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.Program Profile 



A. IntFoduction 

Throughout our, revision,of the Guaranteed Student 
. LoanTrogram (GSLP) chapter of the Student Finan- 
cial- Aid Handbook, two recurring problems shiaped 
'the development of this document. First, because of ' 
,the considerable variation among the policies, pro- 
cedures, and regulations of the various guarantee 
agency programs as compared to the Federal Insured * * 
Student Loan Program (FISI^P). it has been difficult to 
provfde concise guidelines which apply uriifcM*mly to 
both components of the program. While we have made 
a sejious effort^to produce a Handbook which is both* 
comprehensive and useful, the user. will notice a more 
comprehensive description- of the FISLP in various 
respects. With regard to such routine but essential mat- 
ters as tijb conipletion of a student loan application 
form, for example, it is practicSlly impossible to pro- 
' vide instructions which would encompass all of the 
Various forms being used by all of the guarantee agen- 
cy programs as well as the FISLP. 

The second 'source.of difficulty'is the regulatory and 
legislative complexity of the GSLP. The legislative 
enactments, of 1976 and 1977 had extensive impact 
V upon Jhe< program. Upon the effective date of any 
^Mcgislative a'njend^ment,j[he provisions of that amend- 
ment supersede any existing regulation thatvis in con- 
flict with' the legislative change, and must tjie adhered 
to by all paryiripating schools. Bulletin. No. S I 1, dated 
January 1^, 1577, outlines the effects of the Education 
AmQndnK;nts of 1976 upon schools\parti?ipation in 
the GSLP. Proposed regulations providing Tmplemen- 
tation and interpretation of the legislative amendments' 
of 1976 and 19T7 were published in the Federal 
Register^ on April 5, 1978, and a public comment 
period ehded dri'May 20, 1978. Until such time that 
final regulations arfe^ published and effective, however, 
schodls must use their own interpretation in adhering 
. to the ^ovisions of.thfe new legislation, ej(cept where 
guidelines have .been previously published. 

The new regulations^ will also incorporate Various. 
pol\cy changes which do not result specifically from 
the legislative amendments. Until the final regulations 
are published and effective, participating schools wHl^ 



not need tc5 adhere to these policy changes. However, 
because the new requirements are expected to become 
effective sometime during academic year 1978-7^ we. 
believe it would be useful to inform schools in this 
Handbook of intended policy or procedural changes. 
Therefore, we have indicated wherever'necessary when a 
particular provision is not yet effective. 



B. Legislative Authority 

The Guaranteed Student Loan Program (GSLP) is 
authorized by Title IV, Part B, of the Higher Educa- 
tion Act of 1965, P.L. 89-329, as amended>(20 U.S.C. 
1071-1087-4). Other applicable legislation includes 
ahe General Education Provisions ykct (20 O.S.C 
1221-33h), and parts of Title IV, Par^, of the Higher 
Education. Act of 1965 (20^U.S.C. 108'8-.88g). 



• - 

C. Program Purpose 

The primary purpose of 'the Guaranteecf Student 
Loan Program is to make low-interest, long-term loans 
available to students to help them meet th«ir postsec- 
. oiidary educational expenses. The program itself pro- 
vides- benefits und^ joan guarantee programs of State 
and private non-profit agencies and, in limited cirt 
cumstances, under a program of Federal loan in- 
surance. The objective of the program is to provide- 
loans to students attending eligible institutions of high- 
er education; eligible vocational, technical, business, 
and trade schools; and eligible foreign institutions. 
The program is designed to use private loan capital 
supplied primarily by commercial lenders, but also by 
some State agencies and educational institutions act- 
ing as lenders. These loans are guaranteed either by 
individual State .or private non-profit guarantee agen- 
cies (reinsured by the Federal government) or directly 
by the Federal government, specifically the Office of 
Education. The. goal is to provide students the 
broadest possible^ access to loan capital without the 
usukl cohstr^ints of credit-worthiness and provisions 
of collateral to, secure loans that are. characteristic of 
the commercial loan process. Such broad access to 
loan capital is intended to provide stjudents with freer 
access to postsecondary education and a wider choice 
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in selecting the types ofiinstitutions which they wish to 
attend . 

Guaranteed loans are an important supplement to 
other Federal, State, and private programs, of student 
financial aid. During Fiscal Year 1977 approximately 
14,100 lenders made about 94 1,000, loans to students 
attending about 8, 100 eligible educational institutions. 
The average loan amoun^per student during the same 
period was about SI. 560. 

II. Pros^ram Operations 

A. General 

The Guaranteed Student Loan Program,depends for 
\\& successful operation upon the cooperation and in- 
•teractipn of sev^al distinct institutions, agencies, and 
constituencies. These include lending and educational 
institutions. State and private nonprofit guarantee 
agencies, the Bureau of Student Financial Assistance 
within the Office of Education, and the Student L6an 
Marketing Association (Sallie Mae). Section II briefly 
outlines the functions of each of these essential ele- 
ments and describes in the process the' fundamental 
aspects of program , operation: ^ 

r. Lending Institutions 

Th^ loan principal for student loans is provided by . 
lenders such ^s commercial banks, savings and loan 
associations, credit unions, insurahce companies, pen- 
sion funds, eligible educational instytitions, and State 
agencies. To participate in the program, an eligible 
lender enters into an -agreement with the Office of 
Education or^with the applicable guarantee agency. A 
list of participating lending, institutions for ai^y given ^ 
geogra^)hical area is available frpm the nearest 
kegional OfHbc-of Education.'The Education Amend- 
ments of 1976 (P.L. 94'-482) specifically prohibits cor- 
respondence schools from being lending institutions. 
- The Federal Equal Credit Opportunity Act (ECOA) 
prohibits lenders frorh discriminating against Student 
lo^n applicants on the basis of the applicant's race, col- 
or, religion, national origin, sex, marital status, age^ 
because all or part of the applicant's income is. derived ' 
from any public assistance prbgraiii ot because thgc ap- 
.plicant has in good faith exercised any right under the 
Consumer Credit Protection Act. 

Each financial aid officer should advise students, 
however that lenders participate in the Guaranteed 
Student .oan Program entirely on a voluntary basis. 
Lfnde::'} .t^ake loans from their own resources or from 
fends K.';ld in trust and available "for such loans, and 
'::^iv.)vj«i frequently establish internal policies which 
fr:'tr?ct the number of loans being made at any' time. 



Such policies may include allocating limited funds to 
their student loan portfolio, limiting loans to students 
who have an account with the lending institution prior 
to submission of the loan application, limiting loans 
.only to residents of the State or geographic .-^rea in 
which the lending institution operates, or imposing 
various other restrictions on the number of loans that 
may be made. Internal policies such as those described 
above are legitimate as long as they do not violate 
ECOA restrictions against discrimination. 

In order to fulfill its obligation to the program, a 
lender must also use reasonable care and diligence in 
making, servicing, and collecting all loans. Due 
diligence 'must begin before the loan applications are 
processed and should continue through the making, in- 
school, grace period, and collection process' lor each 
loan. Basically, the due diligence requirements pro- 
vide that a lending institution must exercise loan ser- 
vicing and collecting procedures comparable to those 
generally in use for other foans of comparable 
amounts. 

Under certain circumstances an educational institu- 
tion may have delegated to it by a lender subs^taniial 
functions or responsibilities for admini^cering" the 
Guaranteed Student Loan Program - functions <v'hich 
are nopmally performed by lenders prior to making & 
loan. Tnis delegated ^^'origination relationship'' be- 
tjv;een a lender and a school confers certain specific 
'"^st^tutory responsibiiities in making GSLP loans to stu- 
dents at that school. These res'ponsibilities wilLbe dis- 
cussed in SeQtion III-D of this chapter. 

2. The Federal Insured Student Loan Projjram 
or Guarantee Aj»ency Progriuns 

Each State can generally be classified in terms of 
whether the loans made. by the lending institutions in 
that State are guaranteed by a St^te or private non- 
profit agency (guarantee agency program^ or are in- 
sured by the Federal government (FISLP). The 
Guaranteed Student Loan Program (GSLP), the name 
by which the program is commonly known, refers both 
to programs administered by. guarantee agencies and 
to the Federal Insured Student Loan Program 
GFISLP). V/ithin any. State the two aspects of^t'he 
program may coexist. The FISLP operates in^ States 
which do not have functioning guarantee . agency 
programs and, to a limited extent, in guarantee agency 
States as well. In^such circumstances, a lending institu- 
tion mafy have an agreement -both with a guarantee 
agency and with the Federal government, and may 
make loans under both programs. , 

a) Guarantee Agency Programs: States are >n. 
. couraged to establish adequate loan ^ programs 
under either a State or private nonprofit agency tpr 
students |t eligible institutions. Curr,ently guarantee 
agency progran^is operate in -31 ■» States, an^ several 
. others ar-e currently being formed. To encduragd 



States to establish such agencze?, the Federal 
governmeiU-provides funds to these agencie.s to fielp 

•them establish or strtjngthen the it sreserve* funds as a * 
b^sis for guaranteeing, the loanVvv+rrdvarc-iua^^Ty 
participatinglenders. Lo^s which are made under a 
guarantee-- agency program (Qualify t^ie holder , of 
those loans co payment of Federal interest benefits 
and special allowances. On loans that are made 
upder a guarantee agency program, the Office of 
Education will reinsure 80 to lOO, percent of the 
amoynt of losses on default clairr(8 paid by the agen-' 
cy to its lenders, depending upon^he characteristics 
of the guarantee agency program and its. default ex- 
peri 'nee. ^ ' j 

Guarantee agency programs- vary ^considerably 
from ^State to Slate, .and tjiejre. are numerous 
differences among agencies on^such matt^^rs as the 

"percentage of loans guaranteed;- annual and aggreg- 
ate loan maximums allowed for individual students, 
student eligibility criteria, arid criteria for lender and 
school participation. ;^hese unique provisions can 
be viery important in develpping the best possible QT- . 

.nancial aid package for each student, and should M 
known by each financial aid ofTicSr. The Connec- 
ticut guarantee agency program, for eiahiple, has a 
forgiveness feature which 'provides a 10 per(ient 
rebate Or) a loan, under certain circumstances, f5r 
students who successfully complete the academic 
program for which the loan was made. For detailed 
information about, the unique ^provipions of these 
progranfis, financial aid officers should contact the 
appropriate agency. Complete addresses are pro- 
vided in Appendix F cff this haodbooH- At the time 
of publication of this Handbook guarantee agency 
programs were operating in the following states: 

Aflministered by United States Student 
Aid Funds (USAF) 



r. Alaska 

2. Arkansas 

3. Connecticut 

4. 'Delaware 

5. Florida 
*6. Georgia 
7. Ilh'riois 

8 Indiana 

9 Kansas 

10. Louisiana 

1 1 . Maine 
Maryland 



Administered USAF 



12. 



J 6 
17 
18, 
19 
20. 



Mas^chusetts„ 

Michigan 

Minnes(|ta 

Nevada ' . 
New Hampshire 
New Jersey 

Kew York 
0 



Administered by Higher Education 
Assistance Foundation 

Adrffinistered by USAF . 
Administered by USAF and State Agen- 
cy / 



'Administered by Higher Education 
Assistance Foundation 
Administered by USAF 



'^orth Carolina 



21. Ohio 

22. Oklahoma 
25. Oregon 

24. Pennsylvania 



25. Rhode Island 

26. South Carolina 

27. Tennessee' 
7^. Utah 

29. Vermont 

30. Virginia 

3 I . VVisconsin 



Administered by USAF 



I'j. 



Since the characteristics of a guarantee agency 
program may changeffrom time to time, financial aid 
officers should contact \he individual agencies for i^p- 
to-date information. 

h) The Federal Insured Sthr^nt Loan Progrgm 
• (FISLP): 

, The Federal Insured Student Loan Program is avail- 
able in certain circumstances specified by statute for 
those students or lenders in guarantee agency States 
who 'do net' have reasonable access to a guarantee • 
agency program, ks follows: (i) In a State where 
there is rlo guarantee agency* program, the FISLP is 
available to all eligible lenc^ers in that State for 
loans t6 all eligible students whom such lenders are 
willing to 'assist, regardless of the residence of the 
student. (-2) In a State where there is a guarantee 
agency program, the FISLP is, iri general, available 
, to lenders in the State only for*4oans to students at- 
tending schools not having a^:cess \o the guarantee 
, agency program or to students who, on account of 
their residence, do not have access to that program. 
^ \3) A lender may obtain Federal insurance for all 
the loans that lender will make if it can assure the 
Office of Education that, because of the residence 
of its loan applicants, no single guarantee agency 
will guarantee ^ubstanti;^lly all of the loans that the 
lender intends to make.<4) Finally, a lender may ob- 
tain Federal insurance, under circumstances ap- 
. proved by the appropriate guarantee agency, for a 
loan to a boijrower who has previously received a 
FISL and has not completely repaid the FISL*. 

• / 

3. Basic Functions of the Fcderiil Government ^ 

The Federal Government, specifically the Bureau of 
Student Financial Assistance (BSFA), is responsible 
for several important coor(ijnating and administrative 
functions concerning the Guaranteed Student Loan 
Prograpi. These functions include: 

a) To pay interest benefits to lenders on behalf of 
qualified students receiving both FISLP and 
guarantee agency loa^s; 

b) To pay lenders a special allowance on all loans 
made arid still outstanding on both FISLP and 
guarantee agency loans; * ^ 

c) To repay lenders »for losses resuhing from, 
defaults, bankruptcy, death and disability; 

d) To p^vide preclaim assistance to FISLP lenders 
and to cffecj recovery of those defauhed FISLP 
loaqs which cannot be recovered by lending institu- 
tions; f ' ^ • 

e) To reinsure 80 to ^100 percent of the principal 
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ainoUnt of default claims and pay 100 percent of 
death, disability, and bankruptcy claims paid by 
guary|f!tee agencies on loans insured by them; 
f) To encourage the Creation and expansion of 
guarantee agency programs, to make^ advances to 
strengthen theirr reserve funds, and to^ pay rein- 
surance claims and administrative allowances; 
. g) To encourage the participation of lending and) 
educational institutions; 

h) To determine the eligibility and monitor the par* 
. ticipation of lenders, educational institutions, and 
5tuder:ts: 

1) To issue reguiations and guidelines to implement 
those ranciions outlined ab<.)ve and to assure com- • 
pliance by all participants; 

j) To propose legislative, regulatory, and ali- 

ininistrative changes as required; and 

k) To disseminate information about the GSLP and 

its relationship to' other Federal student aid 

programs. 

4. i heSludcni Loan Markilln^ .^ssociat ion 
(Sallie Mac) 

Sallie Mae is a Government-sponsored, private ' 
profit-making financial corporation created in 1972 by 
amendment to the^/Higher IZducation Act of 1965, It is 
designed to pVovide a secondary market facility for 
support to lending institutions which make student 
loans insured under th^ Guara need Student Loan . 
Program. Sallie Mae performs this suppon function 
primarily by providing a.purcha^ing and warehousing 
facility for insur^ student loans made by eligible len- 
ders. For more information about Sallie Mae write to: 
Student Loan Marketing Association, 1055 Thomas 
Jefferson Street, N.W., Suite. 500, Washington, D,C. 
' 20007. 



B. Student Eligibility 



Students are the prifnary beneficiaries' of the 
Guaranteed Student Loan Program. As such they must- 
meet certain ei^eibility criteria. To be eligible for a • 
loan, a student niust be either accepted for enrollment 
or enrolled,^jld-«rgood standing and making satisfac- 
tory academic progress on at least a half-time basis in 
an eligible course of study at, an eligible institution. An 
institutional official, usually the studfent financial afd 
administrator, must sign a certification to thi§ effect as ' 
part of the student^s loan application. The school 
.^official mu^t usually report other information onlSie ^ 
application as well, including: ^ . 

1. The student's estimated educational costs for the 

period of enrollment covered by the loan; and 
,2. Any other financial aid awarded for that period. 

The student must be a United States citizen or na- 
tional, a permanent resident of the United States, a 



permanent resident of the Trust Territory of the Pacific 
Islands or of the Northern .Mariana Inlands, or be in 
the Upited States for other than a temporary purpose 
and* intend to become a permanent resident of the 
United States. The statute provides, howler, that only 
United States nationals can borro^v to attend foreign 
schools. The student must sign an affidavit on a form 
which is approved by the Commissioner of Education, 
stating that the loan will be used Solely for educational 
expenses related to attendance at the eligible institu- 
tion which the student-plans to attend or is currently at- 
tending. This affidavit must be signed in the presence 
of a notary or other person who is legally authorized to 
administer such an oath and who does not take part in 
the. -recruiting of students at the' eligible institution 
which the student plans to attend or is attending. In ad- 
dition, to be eligible for a loan, a student must not be m- — 
default on a National Direct Student Loan or a 
Guaranteed Student Lo^n received for attendance at 
that institution or owe a refund on.a Basic Educational 
Opportuiiity Grant, Supplemental Educational Oppor- 
tunity Grant, or State Student Incentive Grant received • 
for attendance at that institution. Further, under, the 

-April 5, 1978, pra^oW GSLP* regulations, a student 
may not receive a Guaranteed Student Loan if he or 

-she 'is in default on a Guaranteed Student Loan pre- 
vie .sly received for attendance at any eligible educa- 
tional institution; however, this last requirement would 
not become effe9tive until it is included in final regula- 
tions. The school official who completes the school's ' 
portion of,^the loan application has responsibility for 
assuring that all of these requii'ements are met^ 

\ 

C. Student Rights and Re.sponsibiJitics 
Student Rights: 

1. The loan must be disbursed by a check made 
payable to the borrower ^or joi <t!y to the borrower 
and the school if authorized in writing by the bor- 
rower) and requiring^ his or her personal endorse- 
ment!^ 

2, If a lender transfers (i.e., suls) the' loan and the * 
right t5 receive payments on the lOan^the borrower 
must be sent a c^ar notification of his or h^r obliga- 
tion lathe new holder of the loan note. 

3. If qualified, each -borrower is entitiled to receive 
Federal interest benefits. Student, eligibility for in- ' 
terest benefits. is discussed in Section II-E of this 
Handbook. 

4, The lender must provide each borrower with a 
cqpy of the promissory note. 

5.. Each borrower is entitleji to a '^gi^ace period** of 
9 to 12 months before repayment begins, after the 
student leaves school or is atteiidlng school less than 
half-time. The exact length of this period is indi- 
cated by the lender on the promissory note or- 
specified by guarantee agency regulations. 
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6. Each borrower has a right to a repayment period , 
of not less than five years, unless such a repayment 
period would result in payments. less than the 
minimal aniiual amount o^ S350. Inpayment is dis- 
jcussed in Section Il-F of this Haii<it>pok. 

7. Each borrower has a right to prepay.the loan without 
penalty. The borrower may pay the loan balance and 
any interest due at any* time, without an additional 
charge by the ler^er. 

8. Each borrower has a right to deferment of repay- 
ment under* certain statutorily authorized circum- 
stances. The conditions^ that qualify a borrower for 
deferment are' discussed in Section II-G of this 
Handbook. Under deferment a borrower is not re- 
quired to make payments on the principal for^a 
prescribed period of time: Additionally, if the bor- 
rower qualified for Federal interest benefits at the 
time the loan was madefhe or she is also entitled Xo 
receive Federal interest benefits on the loan during 
any authorized period of deferment. 

9. Each borrower may request forbearance. If a 
borrower cannot meet his or her repayment 
schedule, he or she may request forbearance from 
the lender, under which the payments may be stop- 
ped or reduced for a specified period of time if it will 
assist the borrower in avoiding default. 

10. The Federal government will pay. a borrower's 
obligation in the event of death or permanent and total 

• disability of the borrower. Any part of an obligation on 
which ^a borrower is adjudicated a bankrupt will b'j 
paid by the Federal government. However, the bor- 

. rower is still liable for repayment unless and until the 

^4oan is discharged in bankruptcy. 

> 

\ ' ■ ' J ' — 

Student Responsibilities: ■ , 

VTiile students are entitled by law to certain rights 
under the Guaranteed Student Loan Program, they 
should also be aware of the seriousness of their 
obligations and the responsibilities that they assume 
when they obtain Guaranteed, loans. These respon- 
sibilities include: 

1. Each borrower must use care in choosing "a 
school. All schools must provide prospective stu- 
dents with information about the school's programs. 
A student borrower shoAild consider this informa- 
tion carefully before deciding to attend a school. 
While the Office of Education periodically publishes 
a list of eligible educational institutions, the Office 
of Education does not accredit educational institu- 
tions. The listing ot « p&i'ticular ^hool as being 
eligible for the GSLP indicates only that the school 
has niet the statutory and regulatory requirements 
for schbol eligibility and has executed an ^gr^ement 
with BSFA, The list of eligible schools should not be 



construed as relating to the qimlity^or to the 
suitability of the ec^cation to be offered. For this • 
reason it is the responsibility of the student to use " 
care in selecting, a school and to carefully evaluate 
the benefits: to be derived from the educational 
program being considered. / 
2. Each borrower must personally endorse his or 
her guaranteed loan check, and may not authorize 
anyone el?e to endorse it on his or, her behalf, 
e. Each borrower must arrange with the lender to 
pay the interest on the loan if he or she does not 
qualify for Federal interest benefits'.. '* 

4. Each borrower must notify the lender when he or 
she graduates, withdraws froni school or from less 
than half-time attendance, or changes his or her ad- 
dress, in addition, the student should notify the 
lender of any change in his or her name (e.g.; 
maiden' name to married name) or of his or hev 
transfer to another school. 

5. Each borrower must repay the loan in accor- 
dance with the repayment schedule. All borrowers 
should be aware that the loan cannot be cancelled or 
**lorgiven'' for duty in the -military .servke or for 
teaching in shortage areas.. (The National Direct ^ 
Student Loan Pr8gram does have provisions for 
cancellation for certain types of teaching and mili- 
tary service. See Chapter 7 of this Handbqok.) 

6. Each borrower must notify the lender of "kny oc- 
curence which may affect his or her eligibility for a 
deferment if the.bprrowerV repayment obligation* is 
currently being deferred. 

/ / 



ft)* Loan Limits 

I ■ ■ ' - -- , . - ^ ■ 

^ The academic year loan limit under the glSLP is 
$2,500 for undergraduate and vocational study and - 
$5,(XX) for graduate or professional study. The total ag- 
gregate amount that a borrower may have outstanding 
in the FISLP may not exceed $7,500 for undergradu- 
ate and vocational study or $15,000 for graduate or 
professional study (including loans received for un- 
dergraduate study). Some guarantee agencies, 
however, have establishfid lower annual or aggregate 
loan limits. 

: Additionally, two provisions created, by the Educa- 
tion Amendments of 1976 affect the maximifm annual 
loan limit:' 

1. A'loan to a student in his or her first year of 
postsecondary education that is made by a State 
agency lender, a school lender, or a lendei:^^aving an 3 
"origination" relationship with a school,^may not ex-^ 
ceed the lesser of $2,500 or one -half the borrower's' 
cost of attendance. ^ 
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'2. A loan to a student in his or her first year of 
postsecondary education that is made by a school or 
by a lender having an-^'origination'' relationship with 
a school niay exceed 51,500 only if the loan is dis- 
bursed in two or more, installments, none of which 
exceeds half tfie loan, with the interval between the 
. * first and second installment being not less than one- 
. third the period' of enrollment for which the loan was 
made. 



Interest Bate and Eligibility ^ . 
Requirements for Federal Interest 
Benefits ^ 

The annual interest rate on Guaranteed Student 
Lo*ans may not exceed 7%. (In. addition, lenders may 
receive a ''s*pecial allowance" from the Federal 
government, in an amount up to 5% annual interest 
rate, but the student re never liable for payment of the 
special allowance). 

All students eligible for Federal interest benefits. 
The Federal government will pay to the lender the total 
interest due^rior to the beginning of the repayment 
period and during authorized deferment periods. All 
student are eligible for Federal interest benefits 



F. Repayment of Loans 

Prior to the end ot* the grace period the lender 
establishes the repayment schedule in cooperation 
with ^:ne borrower, on the basis of the borrower's 
ability to make .payment. 

Repayment of principal artd interest is usually made 
by the borrower in monthly installments. The repay- 
ment period begins not earlier than nine months nor 
later than one year after the date on which the student 
ceases to carry/at an eligible institution, at least one-' 
half the normal full-time academic workload as deter- 
,mined by that institution. By statute, the repayment 
period may range from five to ccn ye?rs excefit whejpe 
the required annual payment of $360 does not permit 
this. The total life of the loan may not exceed 15 yearS 
from the original date of disbursement. Both the 10 
and 15-year maxjmum periods are exclusive of any 
authorized deferment periods. 

A borrower itlay, at" any time, repay the whole or 
any part of the loan without penalty and may, during 
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the 9- 12 month grace period, request a loan repayment 
period of less than five-years or beginning earlier than 
nine months following the date ihe borrower leaves 
school or is in less ihan half-time stu(^y. Wlien a bor- 
rower elects to begin repayment earlier than the 9 to 
12 month grace period, this decision is irreversible. 
The borrower may not further use any remaining por- 
tion of the grace period. However, even if a borrower 
chooses a term of less than five years, he or she m ly re- 
quest a schedule which lasts ai least five years at any 
time during the repayment period. 

Generally, a borrov/er must pay at least S360 per 
year on his or her loan during the repayment period. If 
the lender and the borrower agree however, an annual 
payVem,«of less than S360 is permitted. Also, when 
both a husband and wife have guaranteed loans, the 
n inioHim annual payment for the couple is $360' per 
year. It must be emphasTzed^^tet the $360 refers to 
minimum annual payments. Students often have to pay 
larger tnonthly amounts in oWer to repay their loan 
within the ICr-year period requ^ed by law 

\' • ■ 
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G. Deferment Provisions 

TDeferment means that the loan principal need^ot be 
paid under certain circumstances for specified periods 
of time. During all deferment periods, the principal of 
the loan need not be repaid by the borrower but in- 
terest on the loan shall accrue, and shall be paid either 
by .the borrower or, fot^those students originally eligi- 
ble for Federal interest benefits, by the Federal 
government. Also, proposed regulations would pro- 
vide^that if the lender agrees, the interest accruing on a 
non-subsidized loan may also be deferred and then 
added tq the principal amount of the^loan at the time * 
that repayment resumes. 

Deferment of repayment of principal is authorized 
during any period in which the borrower is pursuing a 
full-time course of study at a participating institution 
and for any. period of up to three years during which 
the borrower is a member of the Armed Forces of the 
United States on active duty, a volunteer under the 
Peace Corps Act, or in service as a full-time volunteer 
under Title I of the Domestic Volunteer Services Act 
of 1973 (VISTA). 

Two new deferment provisions were created by the 
Ecfucation Amendments of 1976. First,*deferment of 
repayment' is authorized for a student who is pursuing 
a full-time cburse of study under a graduate fellowship 
program- which has been ^apprLved by the Commis- 
sioner of Education. The interit of this^ provision is to 
take into consideration those students* who * are not 
enrolled in an "educational institution but who are 
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pursuing certain approved programs of independent 
graduate study. 

. Second, a single deferment for a period of not more 
than one year is provided for a student who is seeking 
and unable to find fulUime employment. The April 5 
proposed regulations would provide procedures and 
defmitions with regard to these new provisions for 
deferment. Until final regulations are effective, lenders 
will be required to rely upon their own best judgment 
in approving requests for deferment for unemployment 
in accordance with Bulletin No. L22 dated January 1 2, 
1977. 

The time period involved in a deferment is not to be " 
included in the maximum repa>mer t periods specified 
in Section II -F, above. 



H. Forbearance 

When unanticipated personal problems affect the 
borrower's ability to make payment on his or her loan, 
forbearance of repayment may be granted by the 
lender. Forbearance means allowing, repayment at a 
lesser^rate than originally scheduled, or allowing 
repayment to lapSe entirely for a specific period. For- 
bearance is authorizecj specifically for the benefit of 
the borrower. It must be approved' by^he guarantor 
(i.e^. either the Off;ce c f Education or the guarantee 
agfency), and it mast be agreed upon in writing between 
the borrower and th^ lender. The prcnosed GSLP 
regulations would provide that forbearance that would 
not extend the statutory repayment period require- 
ments may^ granted v/ithout advance approval from 
the Office of Education. Lenders are encouraged tO' 
consider the use of forbearance in cases where because 
of temporary hardship a Sorrower is willirig but unable 
to pray in accordance with the repayment schedule. 
Forbearance should not'ht used when a borrower is 
unwilling to pay. Forbearance is often granted in 
situations where the borrower is for a limited time una- 
t5e to meet his or her obligation because of unemploy- 
ment, hospitalization, attendance at an ineligible 
scho^ol, full-time volunteer service in an organization 
not specifically recognized for. the purpose of defer- 
ment, or some other unusual circumstance. Interest 
would normally be paid by the borrower during a 
period of forbearance. However, if the borrower is 
unable to pay the interest, the proposed regulations 
would allow the lender to accrue the interest, and add 
it to the loan principal at the time repayment is ex- 
pected to resume. The Federal government does not 
pay interest benefits on subsidized loans during 
periods of forbearance. 



I. DdQttX Disability, and Bankruptcy 
Provisions • 

In the event that a borrower dies or becomes totally 
and permanently disabled, the Federal government 
will pay the borrower's obligation for principal and in- 
terest, and the holder of the loan will not be allowed to 
attemjit* to collect the loan from an endorser of the 
borrower's^ estate. The Federal government will also 
pay any part .of a borrower's obligation on which the 
borrower is adjudicated a bankrupt. If a borrower who 
is adjudicated a bankrupt does not receive a discharge 
in bankruptcy, then the borrower's obligation is not 
removed. 

It sl^ould be noted that the Higher Education Act of 
1965,^ as amended, provides lhat a Guaranteed Stu- 
dent Loan cannot be discharged in banki uptcy for five 
years following the commencement of the repayment 
period, with respect to bankruptcy proceeding^ beginning 
on or after September 30, 1977, unless the bankruptcy 
court permits discharge on a hardship basis. 



III. Educational Institutions 

The basic function of educational institutions par- 
ticipating in the Guaranteed Student Loan Program is, 
of course, to provide educational opportunities for stu- 
dents. Educational institutions also play an important 
role in the loan application process, as they must covr^- 
plete a significant portion of the student loan applica^ 
tion. In addition, once a loan is made, each school 
rnust periodically confirm to the Office of Education 
the Student's continued enrollment. When the student 
withdraws or graduates, a school must report that fact 
to the lender, A detailed description of the^^pecific 
tasks required of participating educational institutions 
is provided in Section III-C: "Functions of Educa- 
tional Institutions." In addition. Section III-D of this 
Handbook discusses requirements for schools whith 
are lenders or which originate loans under the 
program. 



A. Eligibility Requirements for Schools 

Schools establish their eligibility under GSLP 
through filing an application with the Division of 
' Eligibility and' Agency Evaluation (DEAE), Bureau of 
Higher and Continuing Education, U.S. Office of 
Education, Washington, D.C. 20202. Once DEAE has 



determined that a school mee*s the statutory criteria 
for instuutional eligibility, ^hr school must execute an 
agreement with the Institution and Lender Certifica- 
tion Branch, Division of Certification and Program 
Review, Bureau of Student Financial Assistance, 
before \i can participate in the GSLP. Usually all 
educational programs offered by a scnool are eligible 
for attendance by students receiving a loan under the 
GSLP. However, in some instances, only specific 
programs or courses at a particular school may be 
eligible for attendance by GSLP loan recipients. In 
that case the school should not complete its portion of 
a GSLP application for a student enrolled in an ineligi- 
ble course of study. 

Eligible educational institutions may include: 

-Colleges and universities 

-Correspondence schools 

-Graduate and professional schools 

-Junior and community colleges 

-Nursing, business, trade, and vocational schools 

-Technical institutions 

-Foreigo schools comparable to U.S. schools 
However, no educa^'onal institution which employs 
commissioned sale"" -Tsons to promote the availability 
of the GSLP is eligible to participate in the GSLP. This 
statutory provision is discussed in Section ni-C.2.b. 

If a school becomg^ eligible to participate in the 
GSLP after an academic year has begun, loans. to cover 
educational costs incurred by a student for that year 
prior to such eligibility may be^insured after BSFA has 
approved that school's participation in the GSLP. A 
loan will not be approved until the school has obtained 
eligibility. * 

When it is determined that a school is ro longer 
eligible to participate in the ptggram, further loans will 
not be approved from the date of loss of eligibility. In- 
surance on loans outstanding will normally not be 
affected by the loss of eligibility. 

The Office of Education periodically publishes a 
composite listing ''Eligible Institutions - Guaranteed 
Student Loan Program," which is available from the 
Office of Education Regional Offices. OE Regional 
Offices will also answer any questions about the 
eligibility of particular schools and/or programs. 



B. Limitation, Suspension, and 
Termination of School Eligibility 

.Schools which fail to cpmply with applicable laws, 
reflations, limitations, or agreements of the GSLP 
may have their eligibility to"^articipate in the GSLP 
limited, suspended, or terminated by the Office of' 
Education. These actions by OE/BSFA must comply 
with various due process procedures designed to 



safeguard the rights of schools. Final regulations 
specifying procedures for' the limitation, suspension, 
or termination of the eligibility of a schoorio partici- 
pate in any BSFA program were published Mn (he 
Federal Rei^ister on December 23, 1977, as 45 CFR 
Part 168, Subpart H. These procedures supersede. the 
current GSLP regulations - Part 177, Subpart G - with 
respect to schools. Part 177, Subpart G; remg^ins in 
effect with respect to lenders (including a school in its' 
role as a lender), and will continue to be in effect until 
the new GSLP regulations are published as final 
regulations. 



C. Functions of Educational Institutions 

Educational institutions which have established 
their eligibility with the Office of Education may par- 
ticipate in the GSLP 6nly after they have signed f n 
agreement to comply with all applii^able laws and 
regulations of the GSL Program (45 CFR Part 177) 
and with the regulations issued under 45 CF*R, Part 168, 
Subparts A-C, when final. 

1. Institutional I crms of Agreement 

Initially, an eligible educational institution is re- 
quired to complete and submit to the Institution -and 
Lender Certification Branch, Division of Certification 
and Program Review, BSFA, an ''-Agreement P:egard- 
ing Institutional Participation in GSLP'' (QE Form 
413, dated 5/75). For academic year 1978-79 tliis 
document was superseded by a combined 'Institu- 
tional Agreement covering all BSFA programs. By , 
completing and signiiffe the Agreement, an educational 
institution agrees to comply with the following statu- 
tory and regulatory requirements relating to the ad- 
ministration of the GSLP: 

a. Each school must establish andmaintain a fiscal 
and administrative record keeping system which • 
aliOws it to maintain records pertaining to GSLP 
students for a designated, period after ^he student 
has left the school. Such records may be maintained 
in computer or microfilm format j(except that if a 
school is a lender and the holder' of a promissory 

. note, it must retain.the actual note, to be returned to 
the borrower upon completion of repayment). A 
school tnust a^lso agree to allow BSFA to audit 
school records periodically to determine, com- 
pliance with GSLP regulations. (Additionally, the 
proposed regulations would provide that each 
school must obtain a non-tedeial audit at least once 
every two years.) Finally, each school must agree to 
comply with various reporting requirements as 
defined by the Commissioner. This includes the 
timely completion .of the Student Status Confirma- 
tion Report (OE Form 10720). ' / * 

b. Currently effective GSLP regulations provide 



that each school. must establish a fair and equitable 
refund policy and must publish that policy in writing. 
However, this regulatory requirement is currently 
being reviewed and may be amended in the upcom- 
ing regulations linder Part 168. 
The refund policy niust cover tuition, fees, and, if 
paid to the institution, room and board charges. Ad- 
ditionally, when a. refund is due the student, the por- 
tion of the refund attributable to the Guaranteed 
Student Loan must be at least equal to the pro 
share that the Guaranteed LoanMs of the ^ 
cost of education foi" the enrollmerr 
which the loan was. made, 
o. Each school must present prospect 
with complete, accurate, and recent iniuuiMLiv a 
about the institution, its current academic or train- 
ing programs, and its faculties and facilities, with 
particular emphasis on those programs in w.hich the 
prospective student has expressed ah interest. 
Unlike the provisions of the Student Consumer In- 
-^^formation Requirements of Part 1 78, discussed in \ 
Chapter 2 of this handbook, a school does not have 
discretionary authority with regard to this provision. 
Eacn school participating in the GSLP must provide 
this information. Section 177.64 of the current 
GSLP regulations describes th'^ requirement for 
participating schools in this regard, 
d. Any school which offers a course of study to pre- 
pare students for a ^particular vocation or career 
field trade must establish reasonable criteria and 
procedures for delcrminirig that a prospective stu- 
dent has the ability to benefit from the instructjon or 
training to be provided, i?. addition to the general in- 
formation provided to all procne.ctive students, such 
a school must provide prospective students with in- 
formation regarding placement and average starting 
salaries, as described in current GSLP regulations, 

2. Additional Requirements 

Beyond tfjose tasks and responsibilities described 
above, the statute and regulations, prescribe several 
add^itional responsibilities for all participating educa- 
tional institutions. FThese include: 

a. Representation made by a school or its agents 
must accurately i*eflect the school and its programs, 
and be consisterjt with the purposes and regulations 
of GSLP. Reference to GSLP in advertisements 
should be limited to the phrase "Eligible Institution 
— Guaranteed Student Loan Program," Schools 
will be held accountable fqr any misrepresentations, 
whether made .by^ their officials or employees or by 
persons hired to advertise or to solicit students', 

b. An eligible school may not employ or usc\com- 
misSioned salespersons to promote the availability > 
of the CiSLP, The April 5 proposed regulations 
would define a '^commissioned salesperson'* as any 
person who receives a compensation in any form or 
amount which is related to, or calculated on the 



basis of, student applications for enrollment, student 
» enrollments, or student acceptances for enrollment. 
To ^'promote the availability'' of the GSLP would 
mean to provide prospective or enrolled students 
with program information, application forms, or 
names of eligible lenders. 

C. The April 5 proposed reguMions would provide 
that an eligible institution shall audit its transactions 
relating to its participation in the GSLP to deter,- 
wy\'^- fhe fiscal integrity of financial transactions and 
and compliance with applicable Inv^^ nnd 
ations Aot less frequently than every tv s, 
audit report must be submitted to nal 
iiice of the HEW Audit Agency in in 
which the school is located. 

d. Loan'^disbursement responsibilities: The April 5 
proposed regulations would specify the loan disburse- 
ment res'ppnsibilities of schools. These regulations 
would provide that when a school receives a disburse- 
ment check payable to a borrower matriculated at 

that school, it must deliver the check p?"omptiy to the 

^ student. If the student has not yet matriculated, the 
school would-be required to hold the check and 
deliver it to the studehj at the time he or she 
matriculates. If the student fails to matriculate with- 
. in a reasonable time, the school would notify the 
lender and return the check to the lender within 30 
days of the conclusion of that reasonable time. 

The proposed regulations would further provide 
that if a loan check is payable Jointly to a student 
and a school, the school would either endorse the 
check on its own behalf and deliver it to the student, 
or obtain the student *s endorsement prior to endors- 
ing the check on its own behalf. In the latter case, a 
school may app'.y the loan proceeds directly to any 
of the student's costs that are payable to the school, 
but it must then promptly disburse to the student any 
remaining portion of the loan. The above provisions 
would apply to the disbursement of all loan checks 
by a school which is not a lender. School lenders 
have similar loan disbursement requirements. 

Notification to lender of change in student 
enrollment status: The Education Amendments of 
1976 added to the Higher Education Act a provi- 
sion authorizing the Commissioner to issue regula- 
tions requiring each participating school to establish 
procedures to inform the holder of a guaranteed 
loan within 60 days of a borrower's graduation, for- 
mal withdrawal, or failure to register on at, Itail a 
half-time basis. 



D. Requirements for Schools Whic^ 
Make or OriginateXoans / 

1. Eligibility Requirements 

In order to be eligible to be a GSLP lender, an eligi- 



■ ' -1 
ble educational institution must employ at least one 
full-time person whose responsibilities are limited to 
the administration of programs of financial aid for stu- 
dents attending that school. However, correspondence 
schools are not eligible to be CSLP lenders. 

2. Loan Disburseinent Requirements 

Loans disbursed by school lenders must adhere to 
the following program requirements: 

a. Loans may not be disbursed to a student earlier 
than is reasonably necessary to meet the purpose of 
the loan. 

b. Loans may not be disbursed prior to the issuan , 
of insurance by the Commissioner. 

c. Each disbursement must be made by a tlicck 
payable to the student (or, if authorized by the stu- 
dent in writing, jointly to .the student and the educa- 
tional institution which he or she is to attenJ). 

d. For the purpo'ses of paying subsequent claims on 
loans disbursed by school lenders for students who 

fail -to matriculate, the-Gommissioner will pay pnly 

the amount necessary to enable the student to travel 
from his or her residence to the school. 

3. Origination Concept 

Section 433 of the -Higher Education Act imposes 
additional requirements on schools which are eligible 
lenders under the GSLF or which originate loans 
under the program. "Origination" in this context is a 
critical concept. It refers to a special relationship be- 
tween a school and a lender in which the lender dele- 
gates to the school a substantial portion of the functions 
and responsibilities normally performed by lenders 
before loans are made. If *the relationship between a 
lender and a school meets this criterion, the school v/ill 
be considered to have originated a loan made by the 
lender. ''Substantial loan making functions and 
responsibilities'', as defined in the A.pril 5 proposed 
regulations, should include: i 

a. interviewing the applicant for a loan, 

b. explaining the applicant's responsibilities under 
the loan, 

c. obtaining completion of necessary forms beyondt*"* 
that portion normally required of schools," 

d. obtaining necessary documentation that a lender 
usually requires of a particular applicant, 

e. verifying that the student is eligible for a loan or 
for Federal interest benefits, 

f. completing portions of the student loan applica- 
tion normally completed by the lender, or 

g. deciding whether or not a particular student will 
receive a loan. 

Under proposed regulations, the performance of 
either the last two functions indicated above may be 
considered by the Office of Education to be a defini- 
tive indication of an origination relationship. 



4. Agreement for Schools Which Make or 
Originate Loans 

A school which makes or originates loans under the 
GSLP, as defined previously, must have on record 
with the Commissioner an agreernent under which the 
school agrees to adhere to several conditions and 
program requirements. Any school which makes or 
originates loans on the effective date of the GSLP 
revised regulations, when published in final, must sub- 
mit the origination agreement within 90 days of that 
effective date in order to be eligible to continue to 
maKe or originate GSLP loans. In accordance with the 
st;iuu.<rv **c(;v. - nts. the Agreement shall provide 

Nil! not make or originate student 
iuans undc. ; > pi gram to mare than 50 percent of 
the students who are not graduate or professional 
students in attendance at the school on at least a 
half-time basis. Under certain circumstances, a 
school may request and receive a waiver by the 
Commissioner. of these provisions. 

b. The school may not make or originate a loan to a 
student who is not a graduate or professional stu- 
dent who has not previously received'a loan made or 
originated by the school, unFess the student provides 
the school with a written statement from an eligible 
lender (other than the educational, institution, a 
State agency, or a private nonprofit agency desig- 
nated .by the State) indicating that the student sought 
and was denied a loan by the lender. Alternatively, a 
school may obtain a sworn statement by the student 
indicating that he or she was refused a loan by such a 
lender for the academic period for which the loan 
was sought and that the lender refused or declined to 
provide a written statement of denial. A school must 
inform any student seeking a loan that he or she 
must make a good faith effort to obtain a loan from 
an eligible lender. 

c. The school must not make or originate a loan to a 
student who is in his or her first academic year of a 
program of postsecondary education who was not 
enrolled previously in such a program in excess of 
$2,500 or one half of the estimated cost of atten- 
dance, whichever is less. 

d. A school must not make or originate a loan dur- 
ing any academic year of more than $1 ,500 to a'first 
year student as described in (c) above unless the 
proceeds are disbursed in multiple installments in 
accordance with the statutory requirements. 
Should a school violate the statutory and regulatory 

provisions ooncerning the making or the origination of 
loans, the institution's eligibility to participate in the 
GSLP may be limited, suspended, or terminated in 
conformance with the procedures established. in Sub- 
part H of 45 CFR Part 168, and described briefly in 
Chapter 2 of this handbook. 



5, TtTinination of Lending Eligibility of Schtvol 
Lenders Based Upon Default FAperience. 

Section 435 (g)(3) of the Higher Education Act of 
.1965, as amended, provides that the lending eligibility 
of any school will be terminated if it is determined that 
for each of two consecutive 12 month periods/l S^ejCz. 
cent or more of the original loan principal loaned by 
the school to students attending that school which was 
in repayment during each such period, was in default. 
Under proposed regulations, the termination would 
begin on the first day of October following the'Com- 
missioner's determination that such a default situation 
exists. Termination must last for at least one fiscal 
year, 'and may be extended if the default situation con- 
tinues to exist. This provision applir " 1 lenders 
under, both the FISLP and agency 
programs. It may also appl\ i. a school 
which majces loans to student •/•■^ j at other 
schools under the same ownership. 

However, the statute alSo provides that the Commis- 
sioner may not terminate the lending eligibility of such" 
a school if: 

« 

a. the termination would be a substantial hardship 
to the school and there is a reasonable possibility 
that the schooTwill appreciably improve its coUec- 

*• tion of loans \yithin the next year, and 

b. the termination would be a substantial hardship 
to current or prospective students. In deternriining 
whether a termination would be a substantial hard- 
ship to students, the Commissioner will consider the 
extent to which the school is providing onportunities 
to economically disadvantaged students which are 
not available elsewhere, the extent to which the 
academic programs are unique in the geographical 
area, and any improvements expected in the 
management of its student financial assistance 
programs. 

^ ■ . 

No termination of lending eligibility of a school may 
occur without appropriate notice and opportunity for a 
hearing. Procedures for the hearing are Reified in the 
'GSLP proposed regulations.'' 

School record-keeping and reporting reqiiirements 
relating to the enforcement of this new statutory provi- 
sion will be set forth in the near future; 



IV. Corppletion Of The Insured Loan 
Application 



A. CcrtiFication 

The primary task of each educational institution in 
connection with the processing of a student's applica- 
tion for a loan under the GSLP is to make a number of 



statements and certifications concerning the student's 
eligibility'for a loan. ^ 

For the FISL program this task is accomplished 
when the financial aid officer or other authorized 
school official completes section II and, when ai^plica- 
^e, section III of the FISL application (OE Form 1 ] 54 
— dated 7/77). The certification process is described in 
Section 177,78, ''Certification by a participating 
school in connection with a student loan application," 
in the proposed regulations. Section IV - B of this 
chapter provides-detailed instructions on the comple- 
tion of Sections II and III of the FISL. application. 

For guarantee agency programs the certification oc- 
curs when the authorized school official completes the 
appropriate sections of the guarantee agency's applica- 
tion. The application forms for various guarantee 
agencies vary somewhat blit must, in general, adhere 
to identical certification requirements* ^ * ^ 

By completing the appropriate section of the FISL 
guarantee agency program application, the financial 
aid officer is certifying that: 

1 . The student is enrolled and in good standing and 
maintaining satisfactory progress or is accepted for 
enrollment in a program determined to be eligible 
under GSLP.. Determinations of '*good standing" 
and '^satisfactory progress" are to be made accord- 
iijg to the school's own established policies. 

2. A student is carrying or plans to carry during the 
period for which the loan is intended at least one'^ 
half of the normal full-time workload as determined 
by the school. 

3. The student does not owe a refund on a grant pre- 
viously received under the Basic Educational Op-., 
portunity G^ant Program, the Supplenlental Educa- 
tional Opportunity Grant Program, or the State Stu- 
dent Incentive Grant Program for attendance at that 

• school. Proposed regulations would provide 
guidelines for implementing the above rule, 
however, and wQuld allow the following interpreta- 
ticns; 

a) If a student owes a refund on a grant because 
of ah error b^ the school, he or she is not ineligible 
for a loan if he or she ackno wledges in writing the 
amount of the overpayment and agrees to repay 
the refund within a reasonable period of time. 

b) If the student owes a refund on a BEOG or 
SEOG, he or she will not be ineligible for a loan if 
the school can recoup the overpayment within the 
same academic year for which the loan is intended 
by adjusting the subsequent BEOG or SEOG pay- 
ments due the student. 

4. The student is not in default on any loan pre- 
viously received lyider the NPSL Program or the 
GSLP made for attendance at that school, unless the 
student has made satisfactory arrangements to repay 
the defaulted loan to the^approprtate guarantor or 
holder. (Additionally, the proposed regulations 
would provided that a student who is in default on a 



GSLP loan made for study at any school may hot 
receive a GSLP loan unless he or she has made 
satisfactory arrangements to repay the loaVi, but this 
pK^licy is not yet effective.) 
Further, a school i$ obligated to provide: 

1 . a statement of the academic period for which the 
loan is sought; 

2. an estimate of the stydent's cost of attendance at 
the school; 

3. an estimate of other financial assistance awarded 
to'ihc student for the period for which the loan is 
sought; and ^ 

4. if the student is applying for Federal ipierest 
benellts end the adjusted family income is $25,000 
or more, a statement containing a determination oj 
need and recommendation of loan amount to be 
subsidized. ' 

For a student attend' ^^^rcii. «nd apply- 

ing for Federal imci ^ v ||;. . aiu»,7sis and 
recommendation ot amount that will be subsidized is 
the responsibility of the Oftlce of Education orlhe ap- 
propriate guai-antee agency. 

Each of thes.e functions is accomplished when the fi- 
jliancial aid officer or other ^authorized school official 
completes Section II and, when applicable. Section III 
of the FISL application. Section IV-B of this 
handbook provides def.ailed instructions on the com- 
pletion of Sections II and ill of the FISL application. 

The FISL AppliCHtion - OE Form 
I , inlroducHon 

A complete copy of the FISL application form along 
with the instructions which accompany that document 
is included in Appendix L of this Handbook. 
This section of the Handbook deals with those por- 
tions of Sections II and III of the FISL application 
which nefed further clarification., or which experience 
indicates have frequently been completed incorrectly. 

Reproduced on page 8-15 is a reduced facsimile of 
Sections II and III of the FISL application. There are 
laijge numbers written'by those items in the application 
which arc explained in further detail below. Instruc- 
tions for completion of those items in the application 
which are not disQ*i5.sed below appear in Appendix L. 



2. (ienorul Inl'ornuition ^ 

It is the responsibility of the financial aid officer or 
.>ther authorized school official to complete Section II 
and, when applicable, Section III of the FISL applica- 
li('n, and to return all copies of the application with the 
attached promissory notes to the student for, transmit- 
tal to the lender. 



As an initial -procedure the* school official should 
carefully review all of those pjortions of the application 
already completed by the student. Obvious errors 
should be brought to che attention of the student so 
that he or she may correct the error prior to transmittal 
of the form to the lending institution. 

For a nSL application; the following general con- 
siderations should be kept in mind: 

a) In no case may a loan, with or without Federal 
interest benefits, exceed the total cost of education 
less other financial aid awarded orxommitted (ex- 
clusive of family, support). The mgst common 
reason that applications are rejected by the Student 
Loan Processing Center is that iht loan amount re;- 
quested exceeds the cost of education. 

b) If a student does not wish to apply for Federal in- 
terest benefit' or if he or she'cannot do so because 
famV ' -f nation is not available, there is 
no n <- ,,>r- Items 8, 9, and 10 in Section I 
..imj uc:i. , ill section HI o( Ofc: Form 1 154. In 
dition, the student should. type or print "Not Apply- 
ing For Federal "Interest B o ver items~8, 9, 
and 10 of the application. 



3. Guarantee Agency Programs 

It the application form, being completed is from a 
guarantee agency, the following general considera- 
tions should be kept in mind: - 

a) Some guarantee agency programs may incorpor- 
ate (with some modiiications) mai^y of the elements 
of OE Form 1154 as part of their loan application. 
The concepts outlined in these instructions are still . 
applicable althdugh lenders and schools should 
follow specific instructions accompanying those 
forms; ' 

b) All students must complete a basic loan. applica- 
tion. In the case of loans guaranteed by State or pri- 
vate agencies, the applicatipn may or may not incor- 
porate OE Form 1070 "Lenders Report of Guaran-, 
teed Student Loan," or OE Form 1260, "Student 
Loan Application Supplenient," If further clarifica- 
tion is required for guarantee agency forms, consult 
witfi the guarantee agency. 

4. Specific Instructions for Cwmpletihg 
Sections II airid HI of the FISL Application 

The following instructions relate specifically to. the 
numbered items on the application form; as reproduced 
in IV-B L, above» \ 

a. I(em No. 23 School Code Number: Er.*er the sIxt 
digit number assigned to the educational institution 
by the Office of Education. Information regarding 
the eligibility status and code numbers of institutions 
may be obtained from the OE Regional Offices. An 
application without a school code number will not 
be processed for approval of insurance. 
1 ir. 
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b. Item Nch 25 Student Status': Enter 'ajr^r^X'' in th^ 
appropriate block. The institution determines 
whet/ier the applicant is cfjrjsldered a half-time or a 
fullTtime student, in accorda.^ce v/Jth the regulatory 
definitions' of those terms, except vhat all eligible 
correspondence school s ^cJer.-^. are considered 
half-time students and all s.udents who are less than 

, full-time but more than half-time are considered 
half-time. 

c. Item No. 26 Student Classification: Enter^an "XV 
in the appropriate block. This information is re- 
quested in order to determine the applicants annual 
and aggregate maximum loan'limits. GSLP ljulle'tin • 
S.No. 15/L No. 32, dated September 14, 1977, con- 
tains guidelines for determining whether a student.is 
to be considered a graduate or professional stu^nt. 
The suggested definition is: ' 

''Graduate or profcs^.MjMi Ljuent iiieans a jviudent 
who is pursuing a program leading to a professional or" 
graduate degree or certificate at an institution of high-^ 
er education after successfully completing the 
equivalent of at least three years of full-time study 
an instlttution of higher education, ^either prior to 
entrance into the program or as part of the program it- ' 
self." ' ' ^ . 

Until final . regulations containing a prescribed 
definition of "graduate or professional student'' are 
effective, financial aid officers are urged 'to use the 
above definition in determining the entry for Item No. 
26. . ^ 

d. Item No. 27 Anticipated Date of Graduation: 
Enter the anticipated 'date of graduation. This must 
reflect the date the student expects to graduate or 
compk^ his or her present program at the -school in 
which re or she is currently enrolled. The'date is not 
intended to reflect the time a student plans to com-' 
plete an education 'at another institution. For corre- 
spondence schools, the date shoultj coincide with the 
nonnal ending date of the course to which the stu- 
dent snhscribed. ' ^ " 

This date is important in calculating the insurance, 
premium. Lenders, however, should not attempt to 
rely on this date for determining the beginning of.the 
grace period since students frequently change their 
educational plans. 

e. Item No. 35 The Estimated tost of Education: 
Enter the itemized figures for each category of ex- 

-pense indicated on the form and the totaK' The total ^ 
educational co.sts to be incurred by the student dur- 
ing the period of the loan means the tuitio*^ and fees 
applicable to a student together with the institution's 
estimate of other expenses reasonably related to at- 
tendance, including, but not limited to, room and 
board, reasonable transportation and commuting 
costs, and costs for books and supplies. The school's 
average costs for all students may be used in lieu of 
individual estimates in determining the cost of 
education. 



f. Item No. 36 Financial Aid for Loctn Period: List 
only financial aid and other resources that are firm 
commitments and which apply to the period of the 
loan. Do not include assistance which may have 

. ^been applied for but not yet approved. Included 
' Should be all grants; scholarships,. educaUonal 
loans, and school-awarded jobs including assistance 
^under all federally sponsored programs of student 
financial aid. Veterans' educational benefits, educa- 
tional benefits under Social Security, and resources 
or financial support froni the student or liis or her 

^ family are not considered financial assistance for 
this purpose. 

g. Item No. 38 Net Cost of Education: The figure 
entered in Item No. 38 is the f€su\i of a simple 
mathematical calculation (Ttcin No ^Slcs^ it^MP n*^ 
36). In no case may d luin « ' an^^^'uri , 
results from the suTDtraction ot lleui i\o. 36 (Finan- 
cial Aid) from Item No. 35 (Estimated Cost of 

- Education). * 

h. Items No. 39, 40, 41 Signature and Title of Fi- 
nancial Aid Officer or Authorized Official: The 
complete signatu^^e of the scho'ol pfficial authorized 
by that institution to complete the form is required. 
Stamped, facsimile, or substitute signatures are not 
acceptable. The typed or printed name and title of 
the officiaFmust also be entered. If any of these 

•itCHiS are not completed properly, the application 
will rejected. 

By signing the form" a school official is certifying 
to those conditions and requirements discussed in 

- detail in IV-A of this Handbook, If any portion of 
the certification is not correct, the school official 

'niust not sign the form. 

i. Sectioi% III Need Analysis General Instructions: 

- Adjusted family income is calculated by the student 
in Section I (Items No. 8, 9, and 10) of the FISL ap- 
plication. This figure is computed by subtracting from 
the adjusted gross income of the persons whose in- 
comes must be considered (as declared on Federal In- 
come Tax Retjurns for ttie preceeding year) an amount 
representing 10 percent of fhe adjusted gross income, 
and an amount representing, the total dollar amount 
claimed for person-ai exemptions on t]he tax returns of 
those.persons. The incomes of the parents or spouse of 
the student must or must hot be included in this com- 
putation depending on prescribed conditions dis- 
cussed under No. 10 below. 

Financial aid officers should be aware, however, 
that some lending institutions have developed an inter- 
nal policy of not granting a FISL in excess of the 
assessed financial need, and such lenders may request 
that a sqhool complete the need analysis section of the 
application regardless of the eligibility of the student. 
It should be made clear to students that, a need 
analysis in such circumstances is not a requirement of 
the Federal government. 



j. Item No. 37A'l-3 Computed. Support: In deter- 
, mining the expected family contribution, a school 
may use a need analysis method approved by the 
Commissioner of Education for the other BSFA 
programs, fiA-CEPr THAT DEVELOPED FOR 
THE BASIC EDUCATIONAL OPPORTUNITY 
GFlANT PROGRAM, which is excluded by statute 
as an acceptable system for GSL. 

The methods most frequently used are the American 
College Testing Program System (ACT), the College 
Scholarship Service System (CSS),' and the Income 
Tax System (ITS). Other methbds may be used if they ' 
produce results which on the whole- are similar to 
those which would be produced by the systems m^'u 

persons wiiose ipcomes ar^ reported in Itena 
No. 10, Section I, oCth€TlSL application must be con-" 
sidered in'tlie-^T^ed analys^^^^^^^ 
obtained/fiom the FISL application as follows; 

If tfie student answers-"'yes" to the fir^t question- - 
(Section I, Item No. 8), the income and assets of the 
parents are to be considered. If the answer is "no," 
the income and assets of the;j,parent§ are not taljen 
into account. 

If the student is married and answers "no" to the 
second question, (Section I, Item No. 9), the income 
and asset^f the spouse are to.be considered. If the 
answer isVlygs^^^e spouse's income and assets are 
not taken into acc6unt. 
... ^ 

Indicate both the amount of the computed support 
from the family and the method of need analysis used 
in making this determiilat ion in Section III, Items No. 
37A-1 and 37A-2. The amounY indicated should relate 
to the period of the loan. r . 

The amount indicated in Item No. 37A-1 is the ^ex- 
pect^d family contribution towards the cc-st of the stu- 
dent's education. The amount indicated in Item No. 
37A^-1 is more meaningful when adjustments for the 
indi\aduar3^ of the student are con- 

si^erecjj The financial aid officer is expected to exer- 
cise his br her professional judgment in each case and 
to indicate the. amount that can realistically be ex- 
pected to be contributed for educational costs over the 
period of the loan. The financial aid officer should 
take into accoUnt geographic differences in cost of liv- 
ing, actual summer earnings, family circumstances, 
and other factors not always equitabjy treated in a na-. 
tionally standardized computation. Indicate in the 
space provided in Item No. 37A-3 the foUo^ng num- ' ^ 
ber codes for reasons*\ised in reducing the amount of 
computed family supports 

a. reduction in income, 

b. death or disability of wage e'amer, 
'c. loss of Job, 

d. unanticipated medical or other extraordinary ex- 
penses, 



e. non-liquid assets (e.g. home equity), 

f. cannot meet expected contribution from income, 

g. other. 

If code "g" is used, oriefly indicate the basis'for this 
reason in the "Additional Information" or o*n the 
reverse side of the lender copy of the application, 
k. Item No. 37B Interest Benefit EUgibVity: The 
amount indicated'in Item No. 37B; Interest Benefit 
Eligibility (Item No. 35 less Item No. 36 and Item 
Nc. J7A-1), represents the amount /triat the school 
recommends to be subsidized under the Feder-^i ^' 
sured Student Loan Proprnm 

♦ inChU aiu olhLi.> , uiould .be aware that a lender 
may make a subsidized loan in excess of the amount 
recommended by a school if the lender has reason to 
believe that the school was noi realistic in its estimate 
of the family contribution as ^computed in Item No. 
37A. Lenders are encouraged tb .'exercise this option 
by -carefully evaluating-the informatfo^^^^^^ 
them in order that the most equitable judgment be ex- 
ercised in pr<l>cessing a student's application. Should a 
lendtr decide to exercise this option, it should indicate 
in its t.Ies the basis for exceeding the amount indicated 
by the school. 

Aid officers should also be aware that a **split" loan 
consisting of some portion which is subsidized and 
some portion which is not subsidized is both possible 
and legal. If. the 'lender agrees with ^the school's 
calculation of family contribution but is willing to 
agree with the Student^s request for a loan in excess of 
that amount recommended by a school, then theiender 
may. make a subsidized iQan-in the amount-recom- 
mended by the school an(^ a nonsubsidized loan in an 
amount to the difference between Item No. 38 and 
Item No. 37B: / - 

Schools shoul<^ be aware that lending institutions 
may not adjust the iigures in ltem No. 35 or'No. 36. 
They may acljust Item No. 37 A; Family Contribution, 
if they have good reason to do so. Under mxcircum s- 
tan^tes, however, can a subsidized loan amjount exceed 
Item No. 35 less Item No. 36, minus the amusted Item * 
No. 37. ' X 
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Chapter 9 



Health Prbfessionb 
AssistaiVice (HEAL) Program 



nal 



A. Authority 



The Healt^ Professions /Educatio^ial Assistance 
,(HEAL) Program"is authorized section 401(b) of 

the: Health Profession^ Educational Assistance fi^ of 
^ 1976 (P.L/9M84), October 12, 1976. (Subpart i. Part 

C of tiUe yil of the Public Health Service Act, as 

amehded. 'Section 727 - 739, (42 U.S.C. 294 - 294L)) 
~wbieh^a§^been -amen^~6y^ P^^^ 

1977 and P.L. 95-2r5,'December. 19, 1977. 



B. .^Purpose 



The HEAL program was established t6 provide a' 
, federally insured student loan program for graduate 

students in the health professions, attending schools of 
^ medicine, osteopathy^ dentistry, veterihary medicine, 

optometry, po d tatr)7 public health, a'nd pharmacy.. 



G. Eligibility^ ^ ^ ^ 

To qualify for a HEAL loan, a'Hx)rroiwer mu$t: 
1. 'Borrqwer ^ ^ 

• in general, be a citizen or permanent resi(|ent ot the- 
United .States; ' ' ' . " , • ' 

• have notj^ceived any ether guaranteed or.federally 
insured student loan for the same^cademic year to 
be'covered fey^the HE a4 loan; / 

. be accepted for enrx>llment as a, full-time student, or 
already in full-time attendance and in good standing 
in an eligible sqhool; or . ' - ' » 
. • participating in an accredited internship of residency 

. program or eligible for deferment of t^payment on 
account of service in the Armed Forces, VISTA, 
ACTION, or the National^ Health Service Corps. 
(This is limited to previous HEAL borrowers). 

• A further requirement must be met by pharmacy stu- 
^ dents. They must have satisfa'ctonly completed three 

years, of training. to be eligiblie. 

2; Institution « • , 



amehded) to be eligible. There is an exc^plion for. 
medical schools which dc^not-meet the requirements of 
^he capitation grant prognam that'each school increase 
its third year cl^ss by* § percent in* the 1978-79 
acs^demic year only. Foreign ^schools are not eligible 
undeytli^ HEAL prQgram, even though they are eligi- 
ble- fo r the^ Guaran t^ed Stud mf''Loan ]pro gram-. y— 

- 3^ ^ Lender — - — — - — ~ — — - 



Hfealffi professions- schools are eligible to make 
loans und^r HEAL. Others are ^commercial lend,ers 
.(including credit unions). State agencies, insurance 
companies, and pension funds.x a 

4. Limitations 1 ' 

Ah eligible stu(knt*«^ay borrow up to $10,000 peY 
academic year to an outstanding total of $50,(X)C). The 
single exception is one wh^fh linlits pharmacy students 
, to $7,500 per academic year to an. outstanding total of 
$37,500. Loans may be used only for educational ej^- 

, penses (including tuition, fees,* room a nd boa rd, 
Twofe, equipment, and~inftrest on prid?loians). In ad - 

\ ditidn, student^ who borrowed while in school may 
also bc^opw during periods of internship, residency, 
and authorized periods of defermeijt, but only to pay 
iijtetest accruingSl^ priongSEAL loans^ ' - V 

D. Interest/Iresurance - ' 

There is no Federal interest subsidy under this 
program. Interest may not exceed 12 percent per year 
^ (ANNUAL PERCENTAQF RATE) 6fW unpaid 
balance of the loan. Interest m^y be paid on an ongo- 
ing basis or accrued'until repayment begins. If interest is . 
accrued, it will be c^n^unded senii-apnually and acjded 
to the loan principal. An insurance premium, not to ex- 
ceed 2 pei-cent peryear, will be charged at the time an in- 
dividual loan is processed. \ " ' ^ 



E, Repayment 



EKLC 



Repaym^t begins 9 to 12 months after aiH formal 
training is completed, including that provided in ac- 

. r credited internship and residency-programs. A defer- 

grant (as outlined in the Public Health Service Act, as , mentx)f up to three years will be granted to borrowers 



Schools must be accredited and must have received 
' or have met the requirements for receipt of a fcapitation 
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who retu/n to ^.jll-time study at an institution of higher 
edjucation, tr .n internship oc residency program, 
^ or serve in e / med Forces, Peace Corps, or 
specified pn ms nder /ACTION or the National 
Health Servic* orps after the repayment perior" has 
, begun^-Borrowers'^'may take from 10 to 15 years to 
repay the loan once repayment begins. 



, F. Federal Payment For Service 



vice Corps or if there ^at^ shortage areas . in the v 
academic discipline fof'.whiSh the borrower obtained 
his or her traj^iing. \ '* ' 

G. Penalties 

Repayment will be carefully monitared. Under law' 
there will be no discharge of loans by bankruptcy dur- 
ing the* first five years of the designated rO- to 15-ye'ar 
repayment period. Persons in professional pra^ctice . 
who default on their loans may have payments for any 
federally* supported health care service, such as 
Medicurotand Medicaid^ reduced by the amou!5t of the' 
loan default. If a borl^Gwer breaches obligations en- 
tered into under a Federal payment for service con- 
tract, the United States Government will be entitled to 
recover^damages., : 



Borrowers may apply for Federal payment of both 
principal and interest up to a maximum $10,000 a 
year through service in the. National Healtl^ Service 
- Corps or practice in a health manpower shortage area. 
This Federal payment for service will be at the option 
of the^Federal government 'and available only to the 
Extent that vacancies exist in the NationaKHealth Ser- 
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Chaptet 10 ' 



State Student Incentive 
Grant Prbgram 

* ■ 

o ' 

I. Program Profile 

A, Statutory Authority 

The State Students Incentive Grant program is 
authorized by Section 415 of Title IV, Part A (Subpart 
3) of the HigheLBducatipn 

P.L. 92-318 in 1972 and amended by P,L. 94-482 in 
1976 and P.L. 95-43 in 1977. The first SSl6 ap- 
-^propriafflterwas:FY^l9741\inds to^^b^^^ 
for student awards in the 1974-75 academic year, 

•/ ' ^ ■ ' 

ri. Program Purpose ' 

Through incentive grants to States, this program has 
encouraged establjishment and expansion of State 
scholarship assistance to undergraduate postsecond- 
ary students with substantial financial need, thus 
stimulating development and operation of a nation- 
wide delivery system of Statf programs of student 
assistance. By 1978, the SSIG network included all 50 
states, the District of Gblumbia, Puerto Rico; Guam, 
American Samoa, the Virgin Islands, the Trust Ter- 
ritory, and the Commonwealth of the Northern 
Mariana Islands. Of these jurisdictions, 27 represented 
expansions of scholarship programs in existence 
' before SSIG was authorized in FY 1972 and the le- 
maining 29 represent entirely new State scholarship 
programs. 

In 1977, the State, scholarship networkivas further 
strengthened by establishment of anthorized State Stu- 
dfcnt Fmsincial Assistance Training Programs (Sec. 
493C of Title IV, Part F. HEA), to be administered by 
designated SSIG agencies, in consultation with 
Statewide financial aid administrator organizations, to 
improve the proficiency of State and institutional fi- 
nancial aid adjninis&ators. 



IL Program Operations 

SSIG operations vary from State to State according 
to the size and maturity of scholarship programs 




■ ' ■ ' . /' 

managed by the individual States. 

In the 1977-78 academic year, the SSIG nationwide 
appropriation equalled 8 percent of the Nation's 
State funded neeti-based undergraduate scholar- 
ship/grant programs ($60 n^illion fot SSIG, compared 
to $746.0 million in State funds; According tu the Ninth 
Annual Survey of the National Associatj^n of ^ State 
Scholfirship and Grant Programs). UTiht variou? 
Statesrthe ratio of SSIG to St^^^^ 
less than 5 percent in New York, Pennsylvania, lU 
Jinois, and JVermont-to . more-than - 40 percent in- 21 
States. 

In States with large and mature student aid 
programs, where records showing the source of in- 
dividual student grants are maintained entirely in the 
central State agency, the institutional financial aid 
officer may not always be able to distinguish whether 
specific , student awards include' any SSIG fiinds. 
However, in some of the States with smaller or newer 
State grant 4)rograms, ,^ all State scholarships may 
- routinely consist of equal parts of State and Federal 
SSIG funds, and the institutional financial aid officer 
may share some of the record-keeping functions with 
the State agency^ 

Because of the wide, variations in State programs, 
student and institutional inquiries about SSIG and 
other State scholarships should generally be directed 
to the State scholarship agency, not to the Office pf 
.Education. ^ , - 

To help, institutional financia] aid officers under- 
stand the variety of -State practices, this section 
describes s6me of the conditions *and regulations 
which affect State prograni operations. 



A. Available Funds 

r States receive annual SSIG allotments (formula 
grants), based on their higher education enrollments. 
Allotments must be matched equally be funds from 
State resources, for making initial and continuation 
awards to students for attendance at eligible post- 
secondary institutions. 

The maintenance of effort provision requires that 
State niatching represent an increase in the State's 
grant expenditure, oyer the amount spent during an 
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established base year (defined as the second year f^ior 
to (he State's entrance into the SSIG hetwork). 

Tuition waivers or remissions do not qualify as 
matching State dollars. However, if actual money is 
transferred, it is possible that the matching require- 
ment is satisfactorily met through a tuition j^ra/?r rather 
than a tirition. uYi/ver. The fundamental question to be 
answered Is: Does real money actually change hands 
from' State to institutiqn tb student; and is sucli transfer 
thoroughly documented as a cash transaction in the 
' appropriate records at each level? 

' Thc^usual practiqe is for the State to appropriate 
funds to match its SSIG allotment. However, , in 
unusual circumstances where appropriated funds can- 
not be used, the State may, as an interim measure, re- 
quest approval to match SSIG funds with other con- 
tributions from non-Federal sources (under provisions 
of 45 CFR lOOb.90-94). ' ' 

- , . Basic allotments not used by one -State may be 
real lotted to other qualified States. Within the con- 
straints of Federal appropriations. States are free to 
~ "scheci funding cycles for students in in- 

stitutions, but funds may not be carried over from one 
fiscal year to'tfie next. However, they may be used for 
summer terms provided they are obligated before June 
30. 

- 

B. Administrative Patterns - . ^ 

i States pay their own administrative costs; hence, all 
SSIG funds are used for awards to qualified students. 
Administrative organization of State programs falls 
^„ into either a centralized or decentralized pattern, or a 
~ 'T combination of these. 

Most States, par^'cularly those with mature State 
scholarship program^i, use the centralized administra- 
tive pattern. The State agency receives and processes 
student applications, notifies students of awards, 
verifies attendance and makes disbursements, and 
keeps complete records on all student awards. 

A few States, particularly those with relatively new 
Stats scholarship programs, use an administrative pat- 
tern in which the designated State agency de- 
centralizes certain functions to participating institu- 
tions. In these cases, funds available through the State 
agency are generally sub?llocated to eligible institu- 
tions on the basis of enrollment and/or need formulas, 
and the institutions rea)mmend SSIG grant recipients 
to the State agency for approval of individual awal-ds 
out of these fund allotments. 

' In the centrally administered State grant program, 
actual student files are located in the State agency. In 
the decentralized form of State administration, where 
much of the student information^ is processed by the in- - 
stitutions, the institutional financial aid officer gives 
the State agency the types of information and docu- 
mentation needed for formal approval of individual 
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Student awards. In either case, program oversight ac- 
tivities may include examination of student files at the 
institutions to verify attendance, levels of student aid, 
^nd other information which is part of the audit trail 
showing use of SSIG funds. 

CjI Student Applications and Awards ^ 

Students apply to the State agency eith'^r directly or 
through the institution. Every award /requires the 
official State agency's formal approval^ Basdd on an 
examination of need. 

SSIG awards go to undergraduates t)nly. No student 
will be considered an undergraduate beyond 4 
academic years except for the fifth year of a 5-year 
.. ^program leading to a first degree.,- 

The maximum SSIG award is' $1500 per academic 
year, reduced for less than full-time but at least half- 
time attendance. Half of each SSIG student award 
nnust be fro m State (non-Feder^^ resources. 

Under current legislation, initial and continuation 
awards to- students must be separately accounted for, 
and the needs of continuation students have priority. 
However, this priority can be met out of all-State funds 
instead of State plus Federal SSIG funds.. 

States have considerable freedom in determining 
whether to make a variety of differential SSIG awards 
in terms of relative student need or to level fund their 
SSIG awards to give a set amount tq. all students who 
meet the State's established need criteria. 



D. State Criteria for Determining 
Substantial Need ' ^ 

Student recipients are selected annually on the basis 
of substantial need, under criteria established by the 
State and approved by the Commissioner/The SSIG 
Regulations provide flexibility for States to facilitate 
choice as well as access to postsecondary education 
for both middle-income and low-income students. To 
suggest reasonable outside limits in' deterniiining sub- 
stantial financial need, Reg.'Sl92.7 indicates student 
eligibility limits of ( 1 ) no more than $2,800 in expected 
family con ribution; or (2) no less than a $90 
difference between educational costs and expected 
family contribution; or (3) no more than a $20,000 net 
family income, or (4) other reasonably comparable 
need eligibility standards. Regardless^ of which of the 
above criteria the State selects, th designated State 
agency is responsible for final approval of individual 
student recipients, thus providing consistent patterns 
of dealing with candidates from throughout the State. 

In practice, the State's selected set of standards 
determines the pool of applicants qualified by reason 
of need to compete for individual student awards. 
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Once the State has selected its standards for determin- 
ing which students meet the need criteria, the next step 
is to establish procedures for selecting individual stu- 
dent recipients from among the eligible pool of stu- 
dents with substantial need and to determine the size 
P of individual awards. Most States measure need by a 
single need analysis sytem (e.g., ACT, CSS, BEOG) for 
all applicants in order to be consistent. 
However, in decentralized programs, where institu- 
tions recommend student candidates for awards, sub- 
ject to approval by the designated State agency, some 
States, at their own discretion, process student applica- 
tions based on different USOE -approved need 
analysis systems used by the various institutions. In 
any event, the designated state agency has final 
authority for selection of recipients who meet the need 
criteria under standards established for the State -wide 
program. 



E. State and Institutional Records of 
Student Recipient's 

State agencies responsible for- administering SSIG 
funds must be able to dbcument their decisions and 
disbursements, either' from their own central records or 
from institutional recoi^ds or both. Variations of stu- 
dent/institutional rosters are often sent back and forth 
between .the State agency and the institutions to verify 
attendance, provide information related to student 
need,. document disbursement of funds to students or 
student accounts, .guard against overawards, and 
genei'ally simplify communication and facilitate the 
provision of required records and reports. 

To comply with the existing authorization. State stu- 
dent records and accounts must identify each in- 
dividual student award as "initiaT' or •'continuation'' 
to permit aggregation of information by type of award. 
Furthermore, State agencies approve individual 
awards as initial or continuation. In making day-to- 
day award adjustments to maximize use of funds, State 
records must leave a clear audit trail to distinguish in- 
itial and continuation award recipients and to confivm 
that each award payme'nt is received by or credited to 
the student. However, with State approval and within 
overalf limits established by USOE, reclaimed con- 
tinuation funds may be reissued as new (initial) 
awards, and vice versa, so long as the records are 
clear. 



III. Student/Institutional Eligibility 

Within the broad parameters of Federal financial 
aid regulations. States determine eligibility standards 
in terms of their own fiscal and constitutional 



restraints. Financial aid officers should be familiar 
with these restraints in order to advise their students 
and to facilitate their packaging of available aid to 
meet student needs. 



A. Institutional Participation 

A June 1977 amendment to the SSIG authorization, 
provides that, "effective with respect to any acadenilc 
year begianing on or after October I, 1978, all non- 
profit institutions of higher education in the State are 
eligible to participate in the State program." Because 
this provision ha, raised certain questions based on;^ 
apparent conflicts between Federal legislation and 
State constitutional or statutory limitations, the 
EducVtion Commission of the States has sug^^ested the 
heed for a technical amendment which would clarify 
the provision for those States which need *o resolve 
constitutional questions about aid to private schools 
and^ respond to court decisions forbidding assistance 
to bibliocentric colleges. 

States are now preparing to follow procedures ap- 
plicable to Federal student aid programs. In some in- 
stitutions, eligibility may be limited to students in cer- 
tain courses of study (for example, those- v/hich meet 
the definition of higher education) or to certain kinds 
of students (for example, to^secular students as dis- 
tinguished from those training for religious vocations). 
Some States find distinctions such as the above par- 
ticularly relevant in determining eligibility of students 
in vocational /technical schools or in schools of religion. 

Also, institutional participation may be affected by 
the fact that some States suballocate available SSIG 
funds among the various kinds of institutions on the 
basis of enrollment, need, or other criteria, including 
the availability of other (non-SSIG^ State aid. In such 
instances, money not claimed tor scholarships in one 
school may be reclaimed by the State and reassigned 
to other schools. 

The non-profit institution amendment does not re- 
quire States to include proprietary schools as eligible 
for State grants (although almost half the States make 
SSIG awards available to students attending proprie- 
tary institutions). However, some States now are ex- 
periencing questions about eligibility of students in 
schools which change their charters from proprietary 
to nonprofit without changing their programs or their 
staffs. 



B. Student Participation 

Student eligibility for State frants differs from State 
to State according to constitutional, statutory, or 
policy restrictions. (Some States have legislated for- 
mulas for determining assistance to individual stu- 
dents.) 
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Factors which may determine whether an individual 
student' is eligible for an SSIG award include the 
State's definition of substantial' need, the method of 
determining size of an award (including any special 
restrictlorts on maximums), and what costs can be 
covered. Some States limit awards to the costs for tui- 
tion and fees. Some include allowances for room and ' 
board and other costs. Some have allowances for com- 
muters. Many State scholarship programs have restric- 
Tfons which exclude part-time students and those who 
attend schools outside the State. 

A few States have reciprocal arrangements to facili- 
tate student exchanges with neighboring' States, 
especially in unique program areas. 

C. Certifying Student Academic Progress 
and Fiscal Responsibility 

State student aid agencies should be familiar with 
institutional policy regarding the Federally required 
certification of student academic progress and fiscal 
responsibility; and State and institutional student ai4 
officials should coordinate their certification activities 
to minijnize overlap of records and avoid unnecessary 
duplication of effort. To provide appropriate over- 
sight, State agencies may ask institutions to assist in 
certifying student eligibility by procedures such as one 
of the following: 

1. Certification or affidavit by individual student: 

a. submitted with the student*s application for 
assistance; or 

b. signed when the student accepts the assistance 
award. 

2. Certification by Institutions (e.g., on rosters of stu- 
dent awards): 

a. in centralized systems-at any time before stu- 
dents receive their award money; or 

b. in decentralized systems-when the institution 
recommends students for SSIG awards; or 

c. through agreements that the institution will 
notify the State agency whenever students become 
ineligible. 

Simple certification concerns the applicant's eligibility 
to receive an award. It does not extend to ex- 
tipnal cases or to subsequent refunds or defaults. 
States may, at their option and with appropriate docu- 
mentation, if necessary, consider the following to be 
acceptable practices as a basis for certification of stu- 
dent eligibility in terms of academic progress, grant re- 
funds, and loan defaults: 

• The State may assume satisfactory aciademic 
progress if the student is accepted for admission or 

' for continued enrollment in the institution. 

• In cases where only State and Federal SSIG funds 
are involved, the Statfe policies concerning satisfac- 
tory progress or refunds apply. 

. In cases where BEOG, SEOG, NDSL, or GSL funds 



are involved with SSIG funds in a student's financial 
aid package, the appropriate program regulations 
concerning satisfactory progress,, refunds, or 
defaults apply. 

. With regard to a student owing a refund on a student 
grant, a State may consider the student eligible for 
SSIG payments if, djtiring the cunent year, the re- 
fund can be eliminated through repayment by the 
student or through the institution's adjustment of fi- 
nancial aid payments to the student for that year. 

. With regard to a student in default on a student loan, 
a State may consider the student eligible fpr SSIG 
payments if the student acknpwledges the loan 
default in writing and prdvjdes acceptable written 
assurances that the default wifl be remedied within a 
reasonable time. 



IV. Fiscal and Reporting 
Relationsliips With TheBtate Agency 

In general, fiscal and reporting relationships be- 
tween participating institutions and the State scholar- 
ship agency vary according to whether the State 
scholarship programs are administered under a 
centralized or decentralized pattern. In any case, the 
^State agency must maintain sufficient oversight to be 
accauntable foj disbursement of Federal funds and to 
make the required reports to the Commissioner of 
Education. 



A. Financial Accounts 

As a minimum, even..in the most centralized ad- 
ministrative pattern, institutions must verify student 
assistance; supply assurances regarding student 
academic progress, status of grant refunds, and status 
of loan defaults; cooperate in packaging aid to avoid 
overawards; and document student acknowledgment 
of awards if funds are paid to the institution on behalf 
of the recipient. 

In decentralized systems, where the State agency de- 
pends upon the institution to help screen applicants,,, 
the institutional records must also supply need- 
an^lysis documentation Jfg justify formal approval of 
JridividuaWwards by the official State agency. 
^ Auditabld^ records for SSIG must show actual 
•^ransfer oV funds. Waivers are not acceptable. 
Generally, each student award payment consists of ex- 
actly.equal amounts of Federal and State funds. 
However, some States make first-tenji awards out of 
State funds and provide the Federal matching during 
the second term. (The reverse is not acceptable be- 
cause there would be no way to provide the State 
mafthing for students who drop out before the second 
term.) . 

i", 
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Indfvidual student awards are subject to approval by 
the designated State agency; institutions may not 
transfer awards froiji one student to another without 
the approval of the designated State agency. However, 
institutions and State agencies should maintain regular 
communication links which will facilitate, the full 
utilization of any scholarship funds which become 
available later in the year. 

, Whenever possible, State agencies encourage (and 
request evidence oO institutional adjustments in dis- 
cretionary awards to bring student aid packages within 
the linrtits of measured financial need. Whefe institu- 
tional adjustments are not possible, or where an over- 
award is identified "after the fact" and must be cor- 
rected, the overaward limitations follow the pro- 
cedures applicable to other Federal student aid - e.g., 
request a refund of any amount by whigh the student's 
total student aid package is more than $100 above 
need, when aid does not include CWS; and of any 
amount by which the package is more than $200 above 
need, when CWS is involved. 

All SSIG funds (Federal plus State) recovered from 
overawards should be reissued to other qualified stu- 
dents for the retevani award period, unless records for 
the period have been closed. 

If such funds are not reissued to qualified students, 
the State must return the recovered Federal portion to 
the Office of Education. To provide for maximum 
utilization of funds, States are encouraged to maintain 
careful liaison with institutions and, where funds arc 
not claimed by students or' where funds are recovered 
from students, to take steps to award thpse funds to 
other qualified students at the same institution or at other 
institutions where there are qualified students. 



B. Reports 

The State .agency requires certain institutional 
reports, to document disbursement of Federal funds to 
student recipients in compliance with regulations, to get 
information nfeeded to improve efficiency in the opera- 
tion.of State scholarship programs, and to provide data 
for State'budgets and for annual reports to the U.S. Com- 
missioner of Education. 

The actual form and content of institutional reports 
will vary from State to State, depending upon the size 
and maturity of the State scholarship programs and 
other factors. There are no standard formats or chan- 
nels for these institutional reports. For example, infor- 
mation about recipients by income level may come 
either from the, central office records or from the in- 
stitutions. Communication may follow established 
procedures and forms or may 6e developed anew 
through cooperative efforts of St^te and institutional 
representatives. 



C. Student and Institutional Inquiries 

Specific and detailed information on State scholar- 
ship policy and practices, on. student and institution 
eligibility, and on provisions for grants to students at- 
tending out-of-State institutions is available from State 
agency official contacts, as listed on the directory in 
Appendix E, 



v. State Student Incentive Grant 
Program Regulations 



The program regulations are codified as CFR Title 
45, Part 192. They were first published as final regula- 
tions on ^ay 31 , 1974, and were amended on April 23, 
1975. Special allotment procedures were published 
annually and later incorporated in Regulation 192.3(0 
to cover distribution of lump sum appropriations 
under the separate authorizations for initial and con- 
tinuation awards. Updated and consolidated regula- 
tions were published in final form September 14, 1 977. 

4. The non-Federal portion of all of the grants 
awarded under the SSIG Program shall come from 
resources provided by the State (which may include, 
but are not limited to, contributions to the State from 
non-Federal third-party sources, under Regulations 
contained in 45 QFR 100b.91). In addition. State 
funds for making awards to students under the SSIG. 
Program shall represent an increase over the funds ex- 
pended by the State for all student scholarships/grants 
(whether or not based on financial need, and including 
both undergraduate and graduate -level awards) in the 
State's base year, which is the second fiscal year prior 
to the fiscal year in which the State first received 
Federal funds unden the SSIG Program. The base year 
and the "base level of effort'' for your State are shown 
oji page 1 of this document. (It is understood' that this 
base level of effort is subject to later aiidit before being 
finally accepted by the Commissioner.) 

5. The total costs charged to the Federal Government 
for the performance of this grant shall not exceed the 
total amount set forth in the attached Notification, of 
Grant Award, or any appropriate modification o^ the 
grant. Expenditures of the agency may be charged to 
this grant only if (a) they are in payment of an appro va- 
ble obligation for student awards incurred during the 
grant period, and (b) they conform to the approved 
State application for Federal SSIG Program funds for 
this grant period. 

6. All Federal SSIG Program funds shall be expended 
only for making grants to eligible undergraduate stu- 
dents with substantial financial need: 



a. No portion of the granted funds shall be used . . x 
program administration. 

b. The agency shall make initial awards only to 
eligible students who have not previously received 
awards under the SSIG Program, within the ap- 
proved dollar limit appearing on the grant award 
notification document. 

c. The agency shall make continuation awards only 
to eligible students who have previously received 
either initial or continuatfon awards under the SSIG 
Program. 



d. No payment may be made to astudent under this 
program unless the student (1) is maintaining 
satisfactory progress in a course of study according 
to the standards and practices of the institutiori at 
which the student is enrolled, (2) does not owe a re- 
fund on a grant previously received under the Basic 
Educational Opportunity Grant, Supplemental Educa- 
tional Opportunity Grant, or State Student Incentive 
Grant Prograrris, or (3) is not in default on a loan made, 
insured, or guaranteed Student Loan Programs. 
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Appendix A 



V 



Current Regulations For 
Student Financial Aid 
Programs Authorized Under 
Title I V Of The Higher 
Education Act Of 1965, As 
Amended 



This appendix lists all final regulations and Notices 
of Proposed Rule-making that hav6 been published in 
the Federal Register throughdune 1977 by the various 
program units within the Bi^au of Student Financial 
Assistance, USOE, governing the current operation of 
the Title IV student fmancial aid programs. Earlier 
sets of regulations applicable to prior years that are 
not included here. 

Regulations appear in the Federal Register either as 
final regulations, interim fmal regulations, or as a 
Notice of Proposed Rulemaking (NPRM). Unless in- 
dicated as an NPRM or as interim final regulations, all 
documents listed b^ow are final regulations. 



I. General Provisions Relating To 
Student Assi^ance Programs 

Sections 131,. 132, and J33 of the Edudation 
Amendments of 1976 contain general provisions ap- 
plicable to all six student financial Vid programs 
authorized under Title IV of the Higher Education Act 
of 1965f?as amended (as well as to the Title IV 
programs of special services to students).. Notices of 
Proposed Rulemaking (proposed regulations) imple- 
menting Sections 131, 132, and portions of Section 
133 were published in the Federal Register on April 8, 
1977. 

The regulatory material implementing Section 131. 
and protions of Seption 133 added three new parts to 
Title 45 of the Code of Federal Regulations: 



2, Part 178 



Part 

1. Part )68. Sub- 
part H 



Subject 
Procedures fort the 
Limitation. Suspen- 
sion, or Termina- 
tion of Institutional 
Eligibility for 
Programs under Ti- 
tle ly ofthe Higher 
Education Act of 
1965, 



Date of Publication 
December- 23. 1977 



3 Part 178a 



Student Consumer 
Information Ser- 
vices 



State Administered 
Pfograms-Incentive 
Grants for State 
Studen; Financial 
Assistance Trailing 
Programs 



December 1, 1977 



September 14, 1977 



The material implementing Section 132 was published 
as foiir Notices of Proposed Rulemaking amending 
applicable sections of the Basic Educational Oppor- 
tunity Grant, Supplemental Educational Opportunity 
Grant, College Work-Study, and National Direct Stu- 
dent Loan Program regulations - respectively, Sec- 
tions 190.75 and 190.77, Sections 176.14 and 176.17, 
Section 175.9, and Section 144.15. Proposed regula- 
tions implementing Section f32 with respect to the 
State Student Incentive Grant Program and the 
Guaranteed Student Loan Program will be issued 
later. 



II. Basic Educational Opportunity 
Grant Program - Code of Federal 
Regulations Title 45f Part 190, 

At the time of printing, the current Basic Grant ad- 
ministrative regulations were as follows: 

Subject: Pate 
Scope, General Difinitions. November 6, 1974 
Application Procedures, and 
Allowable Educational Costs 

Administration of Payments December 2, 1974 



Part-time student eligibility 
and award calculation. 



August, 10. 1976 



At the time this handbook went to print, the publica- 
tion date of the final regulations resulting from the 
May 15, 1978 Notice of Proposed Rulemaking was'not 
known. These regulations will revise and consolidate 
all existing regulations other than those contained in 
the Family Contribution Schedules, which are revised 
annually in accordance with statutory requirements. 

A list of the May 15, 1978 NPRM subparts follows: 

Subpart Subject 
A -Scope, Purpose, and General Definitions 
B Application Procedures for Determining Expected 

Family Contribution. 
C Family Contribuiion Schedule Dependent Stu- 

dents 

* D Family Contribution Schedule - Independent Stu- 
' dents 

E Cost of Attendance 

F Determination of Basic Grant Awards 
^ G Administration of Grant Payments - Regular Dis- 

bursements Svstem 

H Administration of Grant Payments - Alternate Dis- 
bursement System 

This NPRM, as well as the final regulations when 
published, is available from the Division of Policy and 
Program Development, Bureau of Student Financial 
Assistance, U.S. Office of Education Washington, 
D.C. 20202. 



III. State Student Incentive Grant 
Program - Code of Federal 
Regulations Title45, Part 192 

The program regulations afe codified as CFR Title 
45, Part 192. They were first published as final regula- 
tions on May 31, 1974, and were amended on April 23, 
1975. Special allotment procedures were published 
annually and later incoiporated in Regulation 192.3(f) 
to cover distribution of lump sum appropriations 
under the separate authorizations for initial and con- 
tinuation awards. Updated and consolidated regula- 
tions were published in final form September 14, 1977. 



IV. Campus-Based Student 
Financial Aid Programs- 
Supplemental Educational 
Opportunity Grants, College Work- 
Study, and National Direct Student 
Loans V ' 

A. The most recent set. of program regulations for 
each of the three campus-based programs is a single 
pyblication of all codified program regulations. This 
document was published as Interim Final Regulations 



on August 24, 1978. It includes NDSL (CFR 45, Part 
144)rCWS (CFR 45, Part 175); and SEOG (CFR 45, 
Part 176). 

B. In addition to the above documents, there are two 
sets of proposed regulation applicable to these 
programs: 

1. Treatment of Assets of Eligible Indian or Native 
American Students, NPRM, August 27, 1976, amend- 
ing unspecified sections of the SEOGP, CWSP, and 
NDSLP regulations. 

C. Special Publications Pertaining to the Commis- 
sioner of Education's Approval of Need Analysis 
Systems; 

The following Federal Register publications are not 
codified. They are revised annually, in accordance 
with the provisions of Sections 176.13, 176.13, 175.13, 
and 144.13 of the SEOG, CWS, and NDSL regula- 
tions, respectively. 

1. June 23, 1977 - US. Orfice of Education Sample 
Cases and Benchmark Figures for Academic Year 
1977-78. 

2. October 5, 1977 - Approved list of Need Analysis 
Systems for use by Institutions of Higher Education in 
Applying for Funds and in Determining Awards to 
Students for the Academic Year 1977-78 under the 
SEOG, CWS, and NDSL Programs. 

D. For each academic year the Commissiojier of 
Education must publish in the Federal Register a list 
of public and other nonprofit elementary and second- 
ary schools at which National Defense Student Loan 
and National Direct Student Lean borrowers, or botl], 
may receive accelerated cancellation for teaching ser- 
vice. These lists are submitted by State educational 
agencies in accordance with approved State plans. Be- 
cause the statutory conditions governing the compila- 
tion of these lists vary between Defense loans and 
Direct loans, it is possible for a particular school to be 
an eligible school for accelerated cancellation for 
Defense loahs only. Direct loans only, or both, for a 
particular academic year. The most recent published 
listing at the time the Handbook went to print was a 
listing published on November 6, 1975, pertaining to 
teaching service during academic year 1975-76. A 
combined listing for academic years 1976-77 and 
1977-78 was published on June 2, 1978 and was 
mailed to all institutions participating in the NDSL 
Program. 

E. See Section I above for additional propo&ed 
regulations published on April 8, 1977, resulting fi^m 
Sections 131 and 133 of the Education Amemmients 
of 1976 and pertaining to all Title IV studeqpfmancial 
aid programs. 

v. Guaranteed student Loan 
Program 

A. There have, been 66 regulations documents 



published in the Federal Register ipiplenienting the 
Guaranteed Student Loan Program since its original 
enactment as title IV, Part B, of the Higher Education 
Act of 1965, November 8, 1965, Many of these have 
b^en announcements of the quarterly special 
allowance rates. The current program regulations are 
'^codified as CFR Title 45, Paft 1 77, 

B. A compulation of the complete regulations as .of 
January 29, 1976 was included as Appendix. C of the 
Federal Insured Student Loan Program Manual for 
Lenders, published on September 30, 1976. A copy of 
that compilation may be obtained from the Office of 
•Guaranteed Student Loans. 

C. Proposed and final regulations which have been 
published in the Federal Register (other than special 
allowance ra,tes) since the Appendix C compilation are 
as follows: 



Date and 
Federal Register 
Reference 
Kovember 5, 
1976, 

Vol. 4i, No. 215, 
pp. 48862 -48910 



Novembers, 1976 
Vol. 41, No. 215, 
pp. 48910 -48912 

December 14. 
1976yol. 41, No. 
241, pp. 54487 - 
54489 



'April 5, 1978 



Subject 

Proposed rules for general revision of 
program regulations in accordance with Sec- 
tion 503 of the Education Amendments of 
1972 (P.L. 92-318). Includes impact of 
Education Amendments of 1976 (P.L. 
94-482) and a notice of intent to publish im- 
plementing regulations, as well as the text of 
selected provisions of P.L. 94-482. 
Proposed rules to provide the^ommiS^ioner 
with discretionary authority to require len- 
. ders to disburse FISLP loan proceeds to bor- 
rowers by means ot an escrow agent. 
Interim final regulation amending previous 
regulations by substituting a presiding officer 
for unavailable Adm:nistrative Law Judges at 
hearings considering limitation or termina- 
tion of an institution's or lender's program 
eligibility. 

Proposed rules providing inmpementation 
and interpretation of the legislative amend- 
ments of 1976 and 1977, and incorporating 
various policy changes which do not result 
specifically from the legislative amendments. 



DEPARMOT OF HEAL1H, EDUCATION, AND WELFARE 
OFFICE OF EDUCATIOI 

BUREAU OF STODEOT FINANCIAL ASSISTANCE 

iiGRLD-IENr CCVERING INSTXIUriOIAL PARTICIPATIC^^ IN 

PROGRAMS OF STUDENT FINANCIAL ASSISTANCE 



Name of Institution 



Address of Institution 



IRS Qnployer Identification Number 

(referred to bel^'^; as the ""Institution") and the Carmissioner of Education, U.S. Department of Health, 
Education, and Welfare (reif erred to below as the "Ocrmissioner**] agree to the terms of ARITCI^S X, IT, XI 
and XII, ard t^ke other ARTICLES of this agreenent that are applicable to each program identified in 

AtmcLE r. ' ' 

AKTIdi: I. SCOPE CF COVERACS: 

1. This Agreement covers the Institution's eligibility to participate in each of*^the follcwing checked 
prograns : 

) BASIC EDUCATIONAL OPPORTUNITY GRANTS PROGRAM (BBOG) - Regular Disburserrent SystOT 20 U.S.C. 1070a; 
■ 45 CFR Part 190. . 

) BASIC EDUCATIONAL OPPORIUfaTY GRAITIS PROGRAM {HEXX3) - Alterriate Disbursanent Systen i^O U.S.C. 1070a; 
45 CFR Part 190 Subpart H. 

) NATIONAL DIRECT SltiDEKT LOAN PROGRAM (NDSL) * - 20 U.S.C. 1087oa-1087ff ; 45 CFR Part 144-.' 

1 GUARANIEED STUDENT IJDAN PROGRAM (GSIP) - 20 U.S.C. 1071-1087-4; 45 CFR Part 177. 

) SUPPLEJCMIM.' EDUCATIONAL OPPOR^m GRA^TIS PROGRAM (SBOG) - 20 U.S.C. ,1070b; 45-CFR Part 176. " 

) COLLEGE WORK STODY PROGRAM (CWS) - 42 U.S.C. 2751-2756; 45 CFR Part .175, Sulpart A. 

) JOB LOCATION AND DEVEL0PME^7^ PROGRAM - 42 U.S.C. 2756a; 45 CFR Part 175, Subpart B\. 



* The National Direct Student Loan Program is a continuation of the National Diefense Student Loan Program 
authprized by Title II of the National Defense Education Act of 1958, as ^inended. (20 U.S.C. 421r429) 

2. The Institution agrees to oorply with the statute of each program checJced, any aK>licable proviaicn 
of the "General Provisions Relating to Student Assistance Programs" found in Title IV-F of the Higher 
Edi.'cation Act of 1965, as amended (20 U.S.C. 1088-l088g) ("General Provisions") and any. regulations , as 
they becctne effectiv'e, inplanenting those statutory reqviirements . ' 

3. The Institution agrees to'use the funds advaiiced to.it Uiider each program for the purposes specified 
in, and. in accordance with the provisions set forth in, the statute authorizing the program, the "General 
Provisions", and the regulations iji effect implementing that program statute and the "General Previsions... 

4. The Institution agrees to ocrrply with Title VI of the Civil Rights Act of 1964, as amended, and the 
regulations iji?>lementing that act, 45 CFR Part 80 and 81 (discrimination on the basis of ^ace, color, or 
national origin) ; Title IX of the Eduor^tion Amencitients of 1972 -and its iirT)leroenting regulation, 45 CFR- 
Part 86 (discrimination on the basis of sex) ; and section 504 of the Rehabilitation Act of 1973, 45 CfR 
Part 84 (discrimination on the basis of physical handicap) . * o 

ARTICLE II. PROVISIONS APPLICABL£ TO ALL PROGRAMS * ^ \ 

The Institution agrees to perform the 'functions and activities required to be performed under 
paragraphs 2 and 3 of ArticI£ I of this agreanent, Itese functions and activities include, but are 
not limited to: ' ' ^ ^ 

1. St udent Eligibility 

Before paying, any money under any ^program (other than the Guaranteed Student Loan Program) , the 
Institution eigrees to: ^ • * . ' - * 

(a) determine that a student is eligible under the specif ie progr^ regulations for that 
assistance, and ' . , \ 



(b) have on file the required executed affidavit of educational pur^se. 

- 130. . ■ 



Before providing any information "to a lender under the Guaranteed Student Loan Program, the 
Institution agrees to determine that a student is eligible for that loan. ' ■ - 

2. Administrative Allowance - 

If an Institution receives an a<ininistrative allowance under any p rogr a m - /^ it agrees \jo use those 
funds to carry. <5ut the Student Consumer Information raquirenents set forth in section 493A of the Higher 
Education, Act of 1965, as amended, and the Student Consimer Infonration Services r^uiations, 45 CFR 178. 
Ite Institution agrees to use any administrative allowance roiaining after it carries out those activities 
to administe r the Federal student financial assistance prograns. 

ARTICUS III. BASIC GRA^ . TIS PR3C3^ - REXX3IAR DISBURSEMENT SYSTOM 

■ ■ ~ T" 

ORie Institution agre^ to perform the-^unctions and activities set forth in Subpart G of the program 

regulations ^(45 CFR 190, Subpart --G) . Ihese functions /include , but are not limited to: 

1. determining the eligibility of students tivreceive awards, 

2 . ocrrjaiting the amount of Basic Grants accgrding .to Sui^>art F of t^e program regulations 
and the payment schedule provided by theiJbiiiiissioner, 

3. docunenting and verifyii>g the informatioA dp the Student Eligibility Report for students 
, • selected' by tte'Ooiriissioiku^ ' \ 

4. p^ing funds to the student directly or tb^e ^tixient's account) 
. 5.' raxjvering awead overpayments, and > 

6. maintaining records and accjounting for funds. 

AKnCI£ IV. ^ BASIC GRANTS PROfeRaM - ALTETOAIE DISBJPSQ^Ni SYSIEM y 

Under the Alteniate Disbursement System the Institution agrees to perform the functions set forth 
in Subpart H of the program regulations. (45.CFR 190, Subpurt H) . These functions include: 

1. provixiing each student, v^jon request, with th^s apprcpriSsite form needed to calculab^: 

the student's award, * 
2^ providing information necessary for the corputation a«3 disbursanent of awards 
including oonfinru&ig that the student is eligible for a payment," 

3. certify ing. the ^uxiwracy of the infomatlan supplied by the student, 

4. roaLntaining re&rds relating to a Basic Grant recipiesit's enroilin^t status, 
costs of atte n rift n c e and period of ea'^Oment, and 

5. providing, access to the. Ccnmissioner or his designate to those records. 



ARnCl£ V. NATICNAL DIRECT SlllDEWr LOAN - gPBdPIC PRJVTSICNS - . 

1. The Institution agrees to. establish and mai!ntain a National Direct Student Loan itod (Fund) for the 

52 ^^^^-^ students. v(Any stpdent loan Fund establiahe.: fender an agreenent under 
f^f^^i^ ^^.'t.^ National Defense Education Act of 1958, as anewieci, is considered estab- 

lished under Section 463 }^ Title 17, Part E, of the Higher E^Sucation Act of 1965, as amended. Any 
asset of that Fund is considered to be an asset of the Fund established unier this AgrecKient.) 

2. Tlie Instita^tion agrees to deposit prcnptly in 'the^Fund: ' . , 

(a) Federal Capital Contributions received by the Institution, 
. (b) an amount fran its own funds, equal to not less than one-ninth of the F«3eral 
^tribution <Ins^J.tutional Cc^ital contribution) , ' 
^ (c) (follections of principal and interest- on loana made frcm the Fund, * 
. (d) penalty charges oollected according to' Subpart B of the progrdn regulations, 

(e) payments vMe, to the Institution by the Ccmniasioner as a result of chnoellations 

on loans made .after Jxxpe 30, 1972 (Direct Xioans) - \ 

(f) aify other earnings of thfe Fund, and " \ 

(g) shortT-term interest-free loans made by the Institution to the Fund in anticipation 
of collections. \ , 

3. Ihe Institution agrees ^to uq^ .the Fund only for: . | ^ . 

^ ■ *4 ■ » * • 

(a) loans to students ijji acoordance with the progr2Bn regulations, 

(b) an adninistrative allowance in accordance with ARnci£ II, paragraph 2 of this ' / 
Agreement, ^> . 

-(c) ooets of litigat^and other ooUection coats as specified in^ubpart C of the 
. ^ P?X)gi;«n regulatioi^ . *^ . 

. (d) capitalvdifltributifo as provided in Subpart A of the program regulations, and - 
(e) repayment to the institution of the short-term loans made In accordance with 
subparagraph 2 (g) of this Article. . 

tX ^^^^^"^ TfL^ dili^enoe^ln the collection of Icians made fron the Fund according 

.^^rr!±^'!!>^^^^ the -program regulations, if a loan has been In default fo|^ l^t 
'tS J^^^^ ^^L^*^^*^^^ exercise of due diligence, the Institution may assign its lights to 
tho note tp^ the United States Goveranent without recat?)ehse. . ^ ^^^n^ to 



5. ate Institution agrees to subnit' a report -to the Comiissionef^^ at least a sani-annual basis 
indicating* the total mirter of loans made frcm its Fund which aore in default for 120 days for loans 
repayaJile in monthly installments or for 180 days for loans repayable in ^ss frequent installinents , 
and 

\ . ' ■ " ^ ' 

6. ate Institution agrees to nake loans frore the Fuid reasonably available (to the extent of a*/ailable 
funds in the Fund) to all eligible students in need thereof. 

ARnCI£ VIv dgyRANTEED STUDEyT I/!ftN - SPECIFIC PPOVISICNS 

1. ate Snstitut^ion agrees to ocnply with all program statutes and regulatioiis . ^' 

2. O^his Agreanent do^ not authorize t^e Institution to make loanCi under the Guaranteed Student lioah 
Program. y . 

ARTICLE VII. ^ SUFPLEMPTIAL HXXIM'IONAL OPPOKTUNITy GRANTS - SPECIFIC PIO/ISldNS 

1. The Institution aTgrees to consider the source o^ a student's inocroe cind that of any individual or 
iiviividuTils \jpon whan the student relies prinBriiy for support cind agrees to itake an c^^propriate review 
of the. assets of the student and these indiviciuals in determining vAiether the sthdent has exceptional 

f inahciaL-need i 

2. The Institution, either' on its cwn or in ooc^«ration with Qther eligible institutions, agrees to 
uhd(2rtake a yjLgprous fef fort to identify youths of exceptionad financial need and enoaurage tfiarv' to 

- continue thei^ educatibr\« beyond secondary school throu^ the developneijt of close liaison with high 
school prinoapals counselors and oomnunity leaders. Ite Institution agrees, to the extent feasible, 
to ?nake conditional cornnitnfcrts for Supplenental Grants to qualified secxn^dary* students, , but for 
such grants, WDuld be unable to receive a postseoondary education. In naicing ocnmitments, thef 
Institution further;^ agrees to- place special arf^iasis v^on students in grades 11 or lower wto shc^ 
evidence of acadeni^c or creative promise. ^ 

3. ' The Institution agrees to make Si^lemental Grants reasonably available (to the extent of .available 
funds) to all eligible students. , 

ARTICm VIII . CQLUEXZ WDRK-STODY PROGRAM - SPECIFIC PRJVISIONS 

^.1. The Institution agre^ to .conduct a program of part-time atplpyment for eligible students in work 
/^for the Institutidn itself (eScept in the case a proprietsuy institution of higher ediication) , or 
work-in tte public interest fot a Feder^, State, or local piillc' agency or a private non-profit 
organization under 'an arrangement between. the Institution and tte agency or organization. That work 
is not considered in ttel public inter;^t if : * • * 

■ ^ (a) it is prim^ily for the benefit of the marbers of a limited membership organization (such 
,as a credit union, a fraternal. or religious order, or a ooc^)el:ative)= ; rather than for tte 
public^ at 'large, * . 

(b) it is tp 'be performed for an fleeted official othfer than as part of the regular administration 
of Federal, State, or local government', or ^ 

(c) it is wrk for vthich tte political s\$:pafE^ a/f ilia tion^f tte student ,is taken into 
consideration. 




2. In seltecting students for anployment, tte ;CnstitutflLon agrees to give preferenai to' students with 
'tte greatest financial need, taking into account grant assistance provided tte student fron any puLlic 
or private sources. ^ .^ ^^ % , 

3. The' Institution agrees to furnish enplpyment only to a stiident who;' ' 

(a) ha§ financial need; ^ 
' (bj shows evidence of academic or .creative premise and capability of naintainii^ gobd starxiing 

^in that course of sta^ while 'en?)lqyed; and 
' (c) has been aoc^ted for enrollment at' tte institution as at least a half-time student or, in 
tte case qf a Student already' enrolled an and attending tte institution, is in good standing 
and in attendance' there as at least a half-time student. . ;v 

4. (a) Tte Institution agr^ that the Federal share =of tte oatpensation of students orployed under 
this Agreanent will not: exceed 80 percent of such ocxrpensation. (''Federal share** means tte CW5 funds 
allocated to tte institution.) * ' . ^ , * 

(b) Tte Ccnitiissicner may approve a Federal share of more , than 80. perceit of tte ccwpensation ui^der 
conditions .set forth in Subpart A ot the p rogram Regulations where tte Institution "has been officially, 
designated a "developing iiistitutim of higher education," or tte Institution can demonstrate that at 
least 50 percent of 'itJs students \fho are enrolled as at least half-time students have, parents v*»se 
annual adju3ted gross ihXxoe is lo^ than $7,500* < 

5. Tte Instituticm agrees that no stud e nt employed in tte College 'Work-Study Program will be required 
to terminate ^that^ employment during a semester (or other regular enrollment period) at tte time irxxire 
derived from any additional enployment together with tte'College Work-Study income is in excess of tte 



amount deteAuned to be needed by the student for that serester (or otRef regular enrollment. period) . 
However, when that excess inocme equals $200 or more, continued ertployment \inder the College Wbrk-Study 
Program laast not be subsidized with turds alloca*ted to the Institution under this part. 

6. Ohe Institution agrees that employment under the College VJork-Study Program will be made reasonably y 
available (to the extent of the available fundsj to all eligible students in the Institution in need 
thereof, and that equivalent anployment offered or arranged by the Instioation will be made reasonably 
a\i^ilable (to the extent of available. funds) to all stuiencs in the Institution who desire eivioyment. 

7. An area vocational school agr.ees to the provisions of paragraph (1) throi^h (6) of this Article and 
furthei; agrees that a student in that school is eligible to participate in the College Wbrk-Studv Proqram 
only if the student: . . ^ ^ , 

' \ ' < . - . '- 

(a) Has a certificate of graduation fron a schc»l providing secondary education or the recognized 

equivalent of that certificate (GED) ; and 
ih) Is pursuing a program of education or training -vhich requires at least six ironths to ccnplete 

and is designed to prepare the student for gainful orploynent in a recognized occi^tior.. 

A^CLE IX. MADnBJflNCE OF EFPORT - SEOG AND CMS PROGRAMS ONLy 

fj^For each award year in v^ch an Institution receives an .allocation under .the Supplarventai Educational 
Opportunity Grants Program or the College Wbrk-Study Program,, the 'Institution agrees to speid fron its * 
o*in scholarship and student aid programs, fron sources other than funds received under this'-Agreartent, an 

which is not less than its three year base level amount. 7tie base level amount is calculated in 
/«»ordance with the maintenance of effort section of the Supplenental Educational OpportunityiGrants 
Program and College Work-Study Program regulations {45 CFR 176 and 175 respectively)'. . ^ * 

2^ This Agreanent is not a new agreement for purposes of the maintenance of effort requiroients set 
, forth in the Supplemental Educational Qpportuniti' Griuits and College Wbrk-Study Program regulations. 

ARTIjCLE X. ' JOB LOCATION AND DEVE^i3PME^T^ PROGRAM - SPECIFIC PROVISICMS " 

In establishing a Job DDcation and Development Program, or in expanding its own existing progra-.n, 
the liistitution agrees to cor^Jly yith the oc-iditiqps set forth in 45 CFR 175 Subpart B which iiiclude, 
but are not limited to, the follafc>g: ^ • » 

■ ' '\ 

1. The Institution certifies that the Federal funds used for this program can realistically be 
expected to help generate student wages exceeding in the aggregate the amounts of these Federal 
funds. ' ' . 

2. The Federal share of the cost of any Job Locatipn and .Developnent program, will not exceed 80 
percent of the program's cost. 

, 3. The Institution will continue to spend in its own job location and developnent programs, fron 
sources other than funds received under Subpart B of the program regOlations, not less than the 
average expenditures per year made during the^most recent three fiscal years preceding the 
effective date of this Agreapent, 

4. The Program will locati2 and develop jobs for students dur'ing ar^ between periods of enrollinent 
and will not locate or develop jobs for students to' Obtain upon graduation. 

5. Ihe Program wii^ not: 

(a) locate or develop jobs at the Institu-riion, or 

(b) displace currently enployed workers^ or inpair existing contracts for services. 

6. The Institution will suhmit ^ annual report to the Carmissioner prov'iding: 

•(a) 'the usds made of funds provided for the Job Location and Develc^xnent Program . 
regulations, and 

(b) an evaluation of the effectiveness of the program in benef ittim stiaents^f 
the Institution. . ' . ^ ^, 

7. If funds are used to contract wit^i alnother organizatibn , the contract will include appircsariate 
• pei*fomance standards. / ' ^-ir -r- 

» 8. The effective date of ,the Jet I/x^tion and Develognent Program will be the later of (a) July 1, 
1977 or (b) the date on which this prograr^ is initiated l)y the Institution, ^ . 

ARTigg XI> AGREE^gin' DURATiaW ^ ' • ' . 

.1. Except for the Jbb location and Developnent Program discussed in ARTICLB X, this Agrecneht is 
^ectiVB cm- the date executed by the Camdsflioner , This Agreertent supersedes any prior Agreetventa 
between the Ocnmissioner and the Institution ooncemlng the administration of any TiUe IV prooran 
ooverea by this ^Vgreotiieht* * . ' 




i: 



> n 




2. niis Agreanent terminates: ^ 

. ■ • ' o ' 

(a) Qi^the date the Institution* undergoes a chaise of ownership vhich results in a cha: ge 
. of oontro^, or . 

(b) On June 30th of the award year in which the Institution undergoes a certification review. 

3. A certification review means a fontal a^xnraisal by the Ccnrrussioner of the Institution's financial 
responsibility and adninistrative capability to acJrrdnister 2md participate in the progr a n s covered by 
this Agreanent. 

4. I^ie Camiissioner or the Institution may terminate this Agreanent under a pi o gia in regulation or under 
the Limitation, Suspension or Terroination regulations (45 CT^ 168) . In the eVent of termination by either 
party, the tenainaticn will beocne effective on the oate specified by the applicable regulatiCHi, 

AKnQ£ XII. SIG^Sm»IES 

As Chief Executive Officer of this Institution, I agree that this Institution, its branch campus (es) 
(if axty) and its representjj^t ives will ocrply with all laws and program regulations applicable under thlJB 
Agreanent c 



Signature of Chief Executive Officer Date 



Name 



Title 

This agreanent includes tl^^following Brancli Can^xisCes) : 
Namefs) and. Address (es) of Branch CaftT^3us(es)* IPS-EI Number 



F9r the CcnmiBsioner 



Date 



STUDENT AFFIDAVIT 



(For the Basic Educational Opportunity Grant, Supplemental Educational Opportunity Grant, College Work-Study, 
National Direct Student Loan, Guaranteed and/or federally Insured Loan Programs) 



TO THE APPLICANT FOR FEDERAL STUDENT FINAN- 
CIAL ASSISTANCE 

Section 498 of the Higher Education Act (20 U.S.C. 1088g) 
requirs£ that each recipient of a grant, loan, or loan guarantee 
under the Basic Educational Opportunity Grant, Supplemen- 
tal Educational Opportunity Grant, National Direct Student 
Loan or Guaranteed/Federally Insured Student Loan Pro- 
grams file an affidavit statiag that money attributable to such 
a grant loan or loan guarantee will be used solely for er.- 
penses relatecl to attendance or continued attendance at an 
institution of higher education. The amount of compensation 
received from employment under the College Work-Study 
Program is based pn a student's need for such funds to 
attend an institution of higher education, thus earnings from 
that program must be used solely for expenses related to 
attendance at such an institution. A student participating In 
the Col lege Work Study program shall file an affidavit to that 
effect. 

WHERE TO FILE THE AFFIDAVIT ^ 

A notarized copy of this form- is to be filed with the institu- 
tion or agency which provides the funds to the applicant 
under these programs. In other words, if you receive a 
Federal grant or loan from an institution^cf higher education 
an affidavit must be filed with that institution. If you ob- 



tain a Guaranteed or Federally insured loan from a bank or 
other lending agency, the form must be filed with that bank 
or lending agency. The institution or agency will insert the 
affidavit in your records. 

NOTE: The student must r,ign this affidavit in the presence 
of a notary or other person legally authorized to administer 
oaths or affirmations. This person must also si^n the 
affidavit. 

NUMBER OF COPIE^ 

You may need to file riiore than one copy of this affidavit 
in case more than one institution or agency is providing 
money to you. If you receive a grant from an institution 
of higher education and a/oan from a bank, a notarized 
copy of the affidavit must be filed with both the insfiT^jtion 
and the bank. If you receive a grant, work-study assisj^nce, 
and a loan from an Institution of higher education, only one 
copy of the affidavit must be filed with the institution. 

WHEN TO SUBMIT THE AFFIDAVIT 

The affidavit must be submitted before or at the time you 
receive financial assistance from the institution or agency. 
The certificati6ffis effective for the academic period 
covered by the student financial aid award you are 
receiving. 



AFFIDAVIT 

I hereby affirm that any funds received under the Basic 
Educational Opportunity Grant, the Supplemental Educa- 
tional Opportunity Grant, the College Work-Study*, the 
National Direct Student Loan, or the Guaranteed/ 
Federally Insured Loan Progr&ms will be used solely for 
expenses related to attendancti or continued attendance at ' 
the institution below. I further understand that I am 
responsible for repayment of a prorated amount of any 
portion of payments made which cannot reasonably be 
attributed to meeting educational expen.^es related to the 
attendance at that institution. The amount of such 
repayment is to be determined on the basis of criteria ^ 
set forth by the U.S. Commissioner of Education. 

I affirm that* to the best of my knowledge* I do not owe a 
repayment on a Basic Educational Opportunity Grant, a 
Supplemental Educational Opportunity Grant, or a State 
Student Incentive Grant previously received for study at the 
institution below. To the best of my knowledge* l am not 
in default on a National Direct Student Loan made at the 
institution or any Guaranteed/Federally Insured student 
loan guaranteed. or insured by the Commissioner or by a 
guarantee agency for attendance at that Institution, 

(Napji^bf /nst/tut/on) 

. Diate: ! 



Signature jfs/gn cnfy in presence of Notary) 



Academic period covered by awardCs) 19 to 19 

(month) (year) (month) (year) 

Subscribed and^sworn before me this day of J , 19 

My commission expires: ■ 



(Signature of Notary Public) 



(Address of Notary Public) 

SEAL 



I 



(I 6) 



(9-20r 



1 Bt. DC lU N(.r 



f JN NU 



t [JUL A T irjrj, Ar^U Wt L* AKi 



PLE. ASt 'eaa i».-,t<Lr 

( on, j;H«t ifig I n<', to».'- 



: LJ Of 31 2 □ f et ?d ' 3D June 30 

■1 G AU hUC kequ!st f-.H Chjr.qe .n cuftent fjt AoDroved Auinotivdiion 

(Use Detwve^trreUort.ng penodi 7/J/7B tnru 6/30/79) 
6 O June Revised (Use only H June 30 reooM Previously tiled)' 



SECTION ( GENERAL INhOR^ATlON/lCompk'te onty if jofej^yut^on t>eiovw is incomplete or' incorrect J 



4. Institution NAMf. and ADORE.55 



f?H) L J Cht-ci- '"leie wi't'i NAf.iL 3nd/o» AUUWf-.SS nas diangea aiid mdif die 
(.narigcs Dcloiw 



(?9-3ai a Ddteo' Siibmi^si'jn^ y*^ 



(3t>-4?) 9A. Am 



33y y€ar 

Jt^/B r) Pa't t.tTie Bl (>'. 



(43-48) OU. No. o» 197B 79 ^'at! time HldC, reCip'enli 



i(49) 10, SiGNATURt 



Official fesPonSfbJe for llis PRtoGHESS REPORT (Sign mm JO) 

5. Namei \ 

6. Title: / 

7. Phone: 

m 



(50) 


11. 


Tyoe of institution: 




1 


□ 


Univers ty 




2 


□ 


Other (-year 




3 


□ 


At leAst 2'yr. but ifiss than 4-year 




4 


□ 


At least 1-yr. but less tnan 2-year 




5 


□ 


At least 6 mos., Dut less tnan 1-yr. 


(51) 


12. 


Control: 




1 


□ 


Public 




2 


□ 


Private, non-profit 




3 


□ 


PrivAte. profit mJking 


(52*54) 1 J. U.S. Con9«'«s«onal District: 











WARNING: Any person who kriowingly ma»*es a false Statement or 
mi\reD<esentation on tnts form may be subject to a line of up to 
SlOfOOO or to imprisonment o< up to b years or to botfi under DrO' 
visi >ns of trie United States Criminal Code Sucn provisions may in- 
clu'le, 2mong otners IB U.S.C. 1001. 



1978-79 Undergraduate 

Enrollment 



(55-60) 14. A. «^uH-llme: (61-63) B. Fuil-tirre 



(64-69) 15. A. Part time: (70-72) B, Part-time 



Perc^'M Living 
Cr ;:a,Tipus 



(74-75) 17, Len .»n of Acaderric Year (from 7/1/78 to 
C/30/79 or eQuivalent on wnicn cnarges 
below are based : 

rTiOntfis 



18. Average Institutional Criarqes per F uli-time 



(73) 16. Accreditation Status: 

1 O Fully Accredited 

2 □ Candidate ' 

3 □ Correspondent 

4 □ "3 Letters" 
Specify Agency: 



(916) 
(17-24) 
(25-32) 

(33-40) 
(41-48) 
(49-5C) 



iMi. S>n)w.r|oll<)(.s bnly Do NOT sHfuw cenis.) 



Undergraduate Student: For 


1978-79. 


Tuition and Fees (In-State) 


A.$ 


Room (Qn-CamPus) 


B. S 


Boa^d (On-Campus) 


C.$ 


For 1979-80 (Estimated) 


Tuition and Fejs (In-State) 


D.S 


Hoom (On-Campus) 


e.$ 


Board (On-CamPus) 





Amount (A) 



No. of BEOG Recipients (B) 



3(7)(9-Jfi» 19. 

19. Gross i£xpetiSi!t.ires (actual payn-«nts to students to date r^r current academic year)_ ^ _ . _ 

(25-32) 20. 

(41-43) 19 - 20 - 21. 



20. Less Recoverm . :'.o date for currant academic year oniy)_ 

21. Net Expenditures 



(17-24) 



ESTIMATED DEMAND FOR ADDITIONAL FUNDS (for remainder Of current academic year): 

(57-64) 22. 



22. Amount for Present Recipients . 

23. Amount for Additional Recipients ExP«cted to Qualify 



(65-72) 23. 



(73-80) 



24. Total Estimated Expenditures and Recipients . 
(for ENTIRE academic year: 7/1/78—6/30/79) 



4(7)(9-16) 21 + 22 + 23 - 24A. 

19B + 238 - 24B. 



25. Current OE Approved Authorization per USOE records as of: 
(for acetfomic year 7/1/78-6/30/79) 

26. Institution's Estimated Authorization Adjustment 



(25-32) 25. 
24 ' 25 =■ 26. 



(41-48) 27. 



27. Numoer of Student Eligibility Reports Previously Submitted 



P.B. Nurttber of Student EllglbiUty Reports Submitted with this Report 
29. Total Number of Student Ellglbitlty Reports Submitted 



(57-64) 



(49-56) 28. 
27 + 28 - 29. 



30. Tape Number (for institutions utilizing tape exchange Program) 

(20 use 1070j,45CFR 190.ri). OE FORM 255-3.6/78 PREVIOUS EDITION IS OBSOLETE. 



Furthi f n»M.iie^ o' uthar her»tfiti may, bill not necessiit ily, be withheld under this program unleii this re 
port is completed and fOeo as required under existing taw and reflulatloni (20 (JSC W/Oo, 45 CFR 190.81}. 

INSTRUCTIONS FOR PREPARING PROGRESS REPORT 

OE FORM Jf'yj 3SPB 



Progress Reports are the vehicle tluouyh which necessary adjust 
mcnts to the initial authorization of BEOG funds are marie, based on 
the actual demand for funds as reflected by the enrollment of actual 
entitled students at the institution. Prr}qr('ss Rpports art? also iri 
tended to monitor the allocation of Basic Educational Opportunity 
Grant funds for a given funding period and to report the payment of 
these funds by institutions to student recipients. Progress Reports 
rnusi be filed for accounting periods ending October 31, February 
'28, and June 30. These reports must be forwarded to USOb by 
November 15, March 15, and July 15, respectively.. In addttiort. Ad 
Hoc reports may be submitted once per reporting period, if it 
beCQrnes necessary for an institution to obtnir> an aclju<.lr'd authori/a 
tion amount- to receive additional funds. The June 3U Progress Re- 
port, is intended to be the final report of expenditures of BtOG 
funds. V ^5*^ 

The following should be noted with regard to the completion of the 
Progress Reports: 

A. Accurate Completion of the Progress Report is essential to Insure 
that BEOG funds for your students are received without ler.ijihy 
delays. You should read the following instructions carefully 
before entering the infofijnation requested for each item. You 
should respond to all applicable questions on the Report form. 

B. if you are a Central Administrative Unit reporting for several 
campuses or schools, you must be certain to include information 
opiy for those campuses or schools eligible to participate in the 
BEOG program and included in your Current BEOG Letter of 
Agreement with the Office? of Education. ^ 

C. When estimates of your school's need for additional BEOG funds 
-are ref^esiedythe- estintates should be as realistic and accurate as 
possible. Since ail appropWate BEOG commitments to students 
will be hon6red, no systerr^atic advantage will accrue from over> 
requesting, of funds. // you \equest excessive funds you may ex* 
perience a delay in the authirization of the funds you will realis- 
ticaMy need for your students as a result of editing and review 
procedures in USOE. 

D. The Progress Report is a four part form. The processing, file, and 
SBR copies, along with the SERs. should be mailed to: 

Basic Grant Program ' 
P.O. Box 2468 
Washington, D.C. 20013 

The SEI^s are submitted to document the disbursements you have 
' made since filing your last Progress Report (see instructions, 
Items 27, 28, 29). You should retain the fourth copy of the 
Progress Report for your records. Do not mail SERs separately. 
They must accompany a Progress Report. Separately mailed SERs 
will be returned, to the sender. 

If you have questions concerning the Progress Report, please contact 
your Area Representative on (202) 245-1271 for assistance. 



. PREFACE 

On the regular Progress Report, complete .all items. On the com* 
puter-generated form, complete all blank spaces and any informa- 
tion which is incomplete or incorrect. > 

IDEf^TIFYINGDATA 

Itwn 1. BEOG ID No. (Previously referred to as OE Vendor No.) 
Enter th^ six digit numt}er assigned to your Institution by the U.S. 
Office of Education. This number appears on your BEOG Authoriza- 
tion Letter. If you are not sure of your number, contact your Area 
Representative. 



Item 2. EIN No. Enter the twelve digit number dssigried to youi 
institution by the U.S. Olfice ol Education. This number ippeari on 
your BEOG Auihori/atinr* Letter. II you are not sure of your 
number, r.ontar.t your Afei Representative. 

NOTE; YOU MUST ENffcR YOUR COHHECT EIN AND BEOG ID 
NUMBERS FOR FUNDS TO BE ADVANCED TO YOUR STU- 
DENTS IN A TIMELY FASHION. TO INSURE ACCURACY, USE 
THE NUMBERS AS THEY APPEAR ON YOUR BEOG AUTHORI 
ZAIION LETT EH. f 

Item 3. Report Type. Progreis Reports must t>e regularly filed for re- 
poitmg periods endtg ori October 31, February 28. and June 30. In 
addition, "Ad Hoc" Requests nriay he filed once per reporting period 
whfn an institution wishes consideration for a revised Authorization 
Amount. However, filing an "Ad Hoc" Report about the same time 
as regularly scheduled Reports will often delay the processing of ad- 
justed Authorization Letters. Check the "Ad Hoc" b*)x if this is a 
report to request an authorization change at a tirnp other than a 
regularly schedulerl report date. If an authorization adjustment is 
required after June ,30 and a June 30 Progress Report has been filed, 
do not use "Ad Hoc," use "June Revised. 

SECTION I: GENERAL INFORMATION 

Item 4. Name/Addresi. Enter the name and full address, including 
zip code of your institution. 

Note: If the name arxf/or address of your institution differs from 
that shown on your BEOG Official Authorization Letter, check the 
box. 

ItamiS, 6, 7. Responsible Official. The institutional administrator 
who is officially responsible for the Progress Report must sign the 
Report in Block 10. This must be the individual who is authorized 
b.y the institution to submit the Progress Report and who is re- 
sponsible for the accuracy and completeness of the report. This 
person's name, title, and phone numt}er must t)e entered in the 
appropriate space. ' 

Item 8. Submliiion Date. Enter the date this report is submitted. 
Die numl)er5 only (i.e., November 12, 1978 should be entered as 
11/12/78). ^ 

ltem9A. Amount for Part-time BEOG recipients. Enter the dollar 
amount for recipients Uoxfi line 19A who are part tihne students. 

Item 98. No. of Pa !>time BEOG recipients. Fnter the number of 
recipients from line 198 who are part time students. 

Item 10. SIGNATURE. If the form is not signed it will not be pro- 
cessed. 

SECTION II 

Item 11. inititutlon Type. Enter the correct number for the insti- 
tution type that best describes youi school. 

Item 12, Control. Enter the correct numt)er for the institution con- 
trol that best descrit>es your school. 

Item 13. U.S. Congretiional District. Entei the number of the U.S. 
Congressional District of the reporting school. 

lttm14A. 1978*79 Full>Tlme Undergi iduato Enrollmem. Report 
the total number of undergraduate stuoents who are enrolled on a 
fulttime basis for the 1978-79 academic vear. Do not include full 
time equivalents. 



Item 14B. Pijcent of Full-Time Enrollmant Living on Campus. Enter 
the percent of your fuil-time undergraduate enrollni^nt that will be 
living on carppus for the 1978-79 academic year. 

Ittm ISA. Part-TinM Ur>dergriduate Enroiimant. Report the total 
number of undergraduate students who are enrolled for less than a 
full-time coursf load tas defined by the institution) for the 1978-79 
academic year. If the institution has no part-time students, enter 
zero. 

Item 158. Percent of Part-Time Enrollment Living on Campus. Enter 
the percent- of your part-time undergraduate enrollment that will be 
living on campus for the 1978-79 academic year. 

Item 16. Accreditation Status. If you have status w\th a nationally! 
recognised accrediting agency, enter the name of the organization 
and check the type of status which is currently held (full accredita- 
tion, candidate or correspondent). 

If you have no such status, but have received a certification letter 
from ttie Office of Education, confirming the eligibility of your 
school for this program via the acceptar>ce of cr&dits from your in- 
stitutiori "on transfer by not less than three institutions which are so 
accredited . . ." indicate under the eligibility via "3 letters" response. 

Item 17. ^tJigth of Academic Year. Give the length in rrjonths of the 
academic year on which the average charges in Itern 18 are based. 

Item 18. Amag« Institution Charges. Enter the average institutional 
charge per full-time undergraduate student for in-state tuition and 
fee;, on-campus room and on-campus board for each of the 
'acr« lemic years indicated. If on-campus room and/or on-campus 
board are not available at your school, enter "N/A" in the approp- 
riate spaces. Also enter "N/A" in Tuition and Fees for 1979-80 if 
school will not be operating in that academic year. 

S ECt ION 11 1 : StATUS O F A UTHOR IZATION' 

This is a cumulative report. H is required that you r^ort both, the 
dollar amounts (rounded to the nearest whole dollar— c/o not show 
cents) and (where appropriate) the corresponding number of 8E0G 
recipients in each category. 

Items 19A, 19B. Gross Expenditures. In Item 19A, enter the total 
amount of BEOG funds you have paid but and/or credited to stu- 
dents' accounts fronr> July 1 of the current academic year to the end 
date of the period this report covers. Foj reporting purposes, this 
amount should not exceed the currant OE approved authorization 
(Itom 25A}. in Item 198, enter the total undup/tcated mmber of 
recipients to whom these funds were paid. 

Item 20. Dollar Recoveries. In itemJZO, enter the total amount of 
funds recovered from 8E0G recipients to date of this report. Such 
recoveries would include funds restored to the 8asic Grant account 
at the institution for (-1) student withdrawals or terminations which 
result in credits to the 8 EOG account or (2) student refunds to the 
institution^ Only those recoveries as of the end date of the period 
which this report covers should be entered. For PR'IOR YEAR RE- 
COVERIES contact your Area Representative for the proper fornix 

ltem21A. Net Expenditures. In Item 2JA, enter the net expendi- 
tures (both direct payments and credits to student accounts) made 
to 8E0G recipients duringjhe current academic year up to and in- 
cluding ^he current period? This figure is obtained by subtracting 
Line 20A from Line 19A. 

ltam22A. Estimated Demand for Additional Funds (for present 
recipients for'remair\der of 1978*79 academic year). This item is to 
reflect your requirements for funds fn addlthn to thos$ af ready ex- 
pmcfad, as reported in Item 21A, to meet the need of student re- 
cipients currently enrolled at your Institution for the remainder of 



the 1978-79 acadernic year. To arrive at this estirr.atf, tot.il thi- 
amount of 8E0G funds obligated to students as the "expec teci dis 
bursement" in Section 4 of the Student Elujibilriy Reports you have 
processed to the date of this report. Subtiael from tfut fiyuiu tlie 
Gross Expenditures on Line 19A. Adiust tins figure by suhtracliriy 
estimated additional recoveries (based on your exficrience to date} 
for the remainder of the academic year. Enter the rc-juitiny figure on 
ijne.22A. 

(items 23A, 238. Estimated Additional Recipients. Fr^tc>r the t' il 
/ amount of funds you estimate will be necessary to covt r ♦he net '.Is 
/of rjew (not currently enrolled or processed) BtO^i r*cipier 's, 
' whcrare likely to be eJigible during the remain'lc? of 'u 1978 ^< 
academic year. In arriving at this figure, keep in riilnd ihat these n < 
students may not be eligible for a full 860G awurd, since a por^ i 
V of the academic year has expired. 

In Item 238, enter the number of students involved in arriving at the 
figure in 23A. 
} 

Item 24A. Total Estimated Expenditures. Enter the total amount of 
funds you estimate will be necessary to fund all 8E0G recipients for 
' the entire 1978-79 academic year. This figui'e is obtained by adding 
Lines21A, 22A, and23A. 

Item 248. Total Estimated Recipients. Enter the total estimated 
number of BEOG recipients for the entire academic year. This num- 
ber is obtained by adding items 19B and 238. 

Item 25A. Current OE Approved Authorization. This is the USOE 
approved BEOG Authorized Amount indicated on your most recent 
USOE Authorization Letter. 

Item 26. Estimated Authorization Adjustment. If Item 25A is greater 
than item 24A, subtract Item 24A from Item 25A and enter the dol- 
lar amount, circling the (~) prefix. 

If Item 25A is smaller than Item 24A, Subtract Item 25A from Item 
24A and enter the dollar amount, circling the (+) prefix. 

This figure should represent the total additional funds you estimate 
will be necessary to fund your BEOG recipients for the remainder of 
the academic year. A r.ew Authorization Letter will be produced in- 
dicating this change. 

Item 27, 28, 29. Student Eligibility Reports Submined. A Student 
- Eligibility Report (SER), reflecting each of your BEOG recipients' 
entitlements for an award, must be submitted to document your 
payment of their awards. These SEBsare to be submitted with regu- 
larly scheduled as we/I as Ad Hoc Progress Reports, and should not 
be sent separately. Separately mailed SERs will be returned to the 
sender^ 

In Item 27, enter the, number of SERs yoU have submitted prior to 
this report (if any). In Item 28 enter the number of SERs submitted 
with this Progress Report>-to reflect students who have begun partic- 
ipation in the BEOG program since your last Progress Report was 
su!?mitted. Also included in this item will be new SERs for students 
who are already participating in the program during the current 
academic year who have had their awards adjusted on the basis of a 
revised SER. 

In Item 29, enter the total number of SERs you have submitted to 
the date of this report: This Is the sum of Items 27 and 28 and 
should equal or exceed Item 198. 

Th^se SBRs should be packaged and mailed with all three copies of 
the Progress Report. 

Item 30. Tape Nufhber. For institutions utilizing the tape exchange 
program enter the tape number which corresponds to the number of 
Student Eligibility Reports reported in item 28 above. ' 
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THE BEOG PROGRAM INFORMATION 
AND MONITORING SYSTEM 



The Progress R^prt you are being asked to complete is an important part of a total system for allocating BEOG 
funds to participating institutions, monitoring their disbursement to entitled students and providing reporting 
information for the program. For those institutions that may not be familiar with this system, it is outlined as 
foHows: 

1. A file of eligible institutions was established, .based on legislatively prescribed eligibility criteria for institutions 
to participate in the BEOG program. This file is based on documentation from the Accreditation and 
Institutional Eligibility Staff of OE. 

2. Your school's interaction with the BEOG Program Information and Monitoring System (PIMS) began when you 
received, as an institution eligible lo participate in the BEOG program, a mailing from OE which included 
Instructions for calculating student BEOG awards from their Student Eligibility Reports (SER's), a Payment 
Schedule for making award determination, and a Letter of Agreement for establishing your school', 
participation in the program. When the Letter of Agreement was signed and returned to OE, your school 
became a participating institution. - 

3. Next, your school was allocated an initial ceiling amount of BEOG funds which could be drawn from the 
Departmental Federal Assistance Financing Systems (DFAFS) in order that the first BEOG award payments 
might be made to your entitled students. This initial ceiling amount was communicated in the Authorization 
Letter you recently received and an institutional BEOG account was established for your school with the 
DFAFS. * 

4. DFAFS then utilized one of two methods for paying BEOG funds to your school: the Letter of Credit or Cash 
Request System. The Letter of Credit method allows the school to draw funds, up to the ceiling amount, from 
the Federal Reserve System through a local commercial or federal reserve bank. This procedure is established 
through special arrangement with DFAFS. The Cash Request System, which is the procedure normally used, 
permits the school to draw funds, up to the ceiling amount, on a monthly basis from the Treasury Department,' 
through DFAFS, using a monthly cash request procedure. Schools using this procedure submit a Grantee's 
Monthly Cash Request form to DFAFS for funds to cover estimated cash expenditures on a monthly basis. 

. DFAFS, upon receipt of this form, will schedule a payment (U.S. Treasurycheck) to reach theschoo! during 
the first week of the month for which cash is requested. 

Questions regarding payment to schools only should be directed to: 

^HEW/OS/Federal Assistance Financing Branch 

660O Fishers Lqne 

c/o Rockwall Building, Rm. 833 

Rockvllle, Maryland 20B57 

Whenever you contact FAFB, you should refer to the Award Recipient EIN and document number as shown 
on yoijr BEOG Authorization Letter. 

5. The funding of the Basic Grants Program for your institution may involve multiple funding authority, more 
than one Appropriation and Common Accounting Number (CAN). The utilization cd funds shown in the 
Progress Report does not require differentiation of the source of funds under separate CANs, however, you are 
required by the DFAFS to separately identify expenditures where more than one fundiim authority has been 
utilized. 

6. The year-end reconciliation of expenditgres, required under the Grantee Quarterly Report of Expenditures, 
should coincide with the findl report o^ expenditures shown on the June 30 Basic Grants Progress Report! 
End-of-year reconciliation and clos&out of financial systems, Basic Grants, Office of Education and DFAFS is 
facilitated by the reporting of compatible information. 



7. The enclosed Progress Report Is the mechanism through which the initial B60G ceiling amount may be 
adjusted to reflect the demand for an increase in BEDG funds to pay entitled students who actually enro'l at 

' your school (or a po^i(2le decrease if fewer entitled students enroll than was anticipated). Therefore, the 
accurate completlori/Crfthe Progress Report Is essential in insuring that an adequate flow of RFQG funds is 
accurately directed/to each school so that entitled students whb enroll in participating schools miiy ho paid 
their aw?rds In a timely fashion. r 

In addition, the Progress Report also collects a minimum of institutional identifying data which is necessary for 
initial ceHing allocation, mailing and report purposes. The Progress Report information is retaine<i m rfie 
institutional file and is also used to adjust institutional ceilings through the DFAFS. 

8. SER's reflecting^ award Information for each student to whom an award is paid are forwarded to OE at i^^e sjme 
ome as the Progrens Report is filed. These data are used to document your requests for authorization adjust- 
ments and to form an informational base from which the contihuous ellgtbility and award status of students 
may be monitored and from which reports may be generated. 

These individual award records'will also be Identified by the institution which the student is attending. A 
6EOi3 Student Validation Roster will be generated at the end of each award year and mailed to each school 
a t te nded by B E 0 G a wa rd r ec i p i e n ts. Sc ho o[s w i I I Vier I f y "eac h stu df h t rec ip i eh t *s sta t us ' an d t h e ac tu al award 
amount each received and return the roster to OE.This information, when compared with Progress Report data 
and actual BEOG institutional accounting data, will serve to reconcile each school's BEOG accounts at the end 
of the^year. It will also serve to monitor the status of individual student award recipients, 

9. Data will be drawn from each of the systerr^ components and the SER processing system to provide reports for 
informational, program evaluatio >, and planning purposes. 

The above components are integrated Into a total BEOG Information and Monitoring System which is designed to 
effectively serve the needs of everyone involved in the BEOG program, includtng^students, institutions, and the 
federal government. Timely submission of all Institutionally based reports (the Pr.ogress Report, th'e Student 
Validation Roster, etc.) is essential to the efficient operation of the system. This system is graphically Illustrated. 
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Appendix B-ll 



Instructions for Completing 
The Student Validation 
Roster 



Section I Instructions 

In Section I please comply with the following in- 
structions. One or three lines have been printed for 
each BEOG award recipient. For purposes of iden- 
tification, the student's name, social security number 
(or BEOG identification number, if social security 
number was not available), date of birth, and transac- 
tion number as indicated on the Student Eligibility 
Report (SER)ihave been provided. The roster is pre- 
pared in alphabetical student name order for your con- 
venience. Prior to completing Section I, review the 
Roster Reconciliation Worksheet (Section III) so that 
all required totals can be accumulated in conjunction 
with entering the Section I data. A j.ample worksheet to 
accumulate these figures is shown at the end of the in- 
structions for Section I. 

Single Line Entry 

The purpose of a single line entry on the Validation 
Roster is to obtain the total disbursement of the BEOG 
funds to each student. To accomplish this, we have 
provided space on the right side of each line for entry 
on one of the three types of validation information. 
The validation is accomplished as follows: 

* 1) Determine whether the student was enrolled at 
your institution (i.e., a SER was submitted to 
USOE by your institution for this student). If you 
have No Record of the student at your institution, 
enter "NR" under "Status". On your Preliminary 
Reconciliation Worksheet enter the "Expected 
Disbur?»cment" shown on the roster in (A). No 
further action is required. 
2) If you submitted a SER to USOE for the student, 
compare the "Expected Disbursement" printed on 
the roster to the amount of BEOG funds disbursed 
per your records, 
a) If the two amonnts are equal, enter a check 
mark in the small bux under the heading "Total 
Disb ur sement". 



• 



b) If the two amounts are not equal, enter the ac- 
tual amount of BEOG fiinds dbburscd in the 
larger bcx under the "Total Disbursement". On 
your Preliminary Rccciciliation Worksheet 
enter the Expected Disbursement shown on the 



roster in (C) and the correct Total Disbursement 
in (D). 

c) If the student withdrew prior to payment of any 
BEOG funds or refunded all BEOG funds 
received, enter zero in the larger box under the 
heading *Toral Disbursement". On your 
Preliminary Reconciliation Worksheet enter the 
"Expected Disbursement" shown on. the roster 
in (C). 

3) Determine if deletions are required for any in- 
dividual students who appear more than once on 
the roster. 

a) If the social security number, name, transaction 
number. Scheduled BEOG Award and institu- 
tion attended are identical, enter *'Delete" 
beside the entry(ies) you wish to have removed 
from your roster. On your Preliminary Recon- 
ciliation Worksheet, enter the "Expected Dis- 
bursement" shown on the roster in (B). Do not 
use the "Delete" designation for students for 
whom you have No Record since these students 
require special processing by USOE' and must 
not be deleted. 

b) If fiinds were paid to the student under more 
than one SER transaction number or Eligibility 
Index, validate each entry on the roster accord- 
ing to the instructions in (2) above. The sum of 
the Total Disbursement artiounts for all entries 
for one student should not exceed the highest 
Expected Disbursement. Include the number of 
such extra multiple entries (i.e. entries oyer one) - 
in the non-duplicate Qxiva record count (F) on 
the Preliminary Reconciliation Worksheet. 

Please exercise one of the options described above to 
confinii the validation status of each student listed on 
the roster. 

For each award recipient, we have also provided some 
of the key data fields from the SER. If, in the process 
of reviewing the roster, you should discover an error in * 
_Qiie or more-ofihesciields^please-niake correct ions-by 



crossing out the erroneous data and entering the cor- 
rect information above it. This is particularly impor- 
tant for students witb incorrect Social Security num- 
bers or Date of Birth, or whose Sfjheduled BEOG 
Award or Expected Disbursement was recalculated 
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after submission of the SER due to a change in the fac- 
tors affecting these ^elds. This will assist us in main- 
taining and reporting accurate information regarding 
BEOG award recipients. The data under the "USOE 
USE ONLY" heading corresponds to the student iden- 
tifier from the bottom of the SER. 

Three Line Entry 

9 

A three line entry on the Validation Roster for an in- 
dividual student designates those BEOG award reci- 
pients for whom discrepancies were detected in the 
data supplied on the Student Eligibility Report (SER). 
Because of these inconsistencies, we have made cer- 
tain assumptions about the data elements found to be 
in enor. These assumptions have been made in an 
effort to facilitate the correction process. 

We realize that some of the assumptions may be due to 
USOE processing errors as well as errors made in the 
reporting of data on the SERs. 

In addition, the assumptions may lead to further er- 
roneous conditions. For this reason, we would ap- 
preciate a careful review of each assumption made and 
submission of corrections when necessary. 

The first line provides student, identification and 
award data collected from the SER. The second line 
contains the SER award data as it appeared after ap- 
plication of the computer assumptions. The third line 
is provided for entry of any corrections you wish to 
make to the information shown on the second line. If 
no correction is entered for a particular data field, we 
will assume that the field immediately above is accur- 
ate. 

The final function to be performed for three line en- 
tries is to'^indicate the total disbursement of BEOG 
funds to each student. Please follow the validation in- 
structions provided above for the single line entry. 

When completing the Total Disbursement field, use 
the Expected Disbursement shown on the second line 
to determine the appropriate entry. Please be certain to 
take one of the actions described for each student 
listed on the report. 

We should emphasize the importance of a careful 
review of each of the assumptions made on the data 
reported to USOE on the Student Eligibility Report. 
Yo,ur assistance in determining the accuracy of this in- 
formation will be most appreciated. 

Preliminary Reconciliation Worksheet 



Total $ = 
No. of NRs = 



Total S = 
No. of Deletes. 



Total $ = 



_iAL 



(B) 
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Expccted Disburse- Expected Disburse- Expected Disburse- 
ment Shown on ment Shown on ment Sh'own on 
Roster for NR St u- Roster for Dupli- Roster for Students 
«i*nts cates Being Deleted Receiving Amt. 

<^Othcr Than ED 
Shown 



(D) (E) (F) 

Total Disbursement Total Disbursement Count of Extra 

for Students for Students Nut (Non-Duplicate) 

Receiving Amt. Appearing On SERs On Roster 

Other Than ED Roster 
Shown on Roster 

Total S = Total S = 

No, of Adds = * 



Section II Instructions 

Check the appropriate box if you do/do not have any 
additional SERs to submit with the Validation Roster. 
Submission of SERs with the Validation Roster is 
restricted to cases where the SER was properly submit- 
ted with a Progress Report but does not appear on the 
roster or was inadvertently omitted. You may/20/ sub- 
mit SERs for students who did not meet the eligibility 
and enrollment deadlines estab^lished by Basic Grant 
regulations. If you do submit additional SERs, enter 
the number you are submitting and the sum of the 
Total Disbursement from these SERs in the space pro- 
vided and in (E) on your Preliminary Reconciliation . 
Worksheet. Also enter the disbursement actually 
received by these students on each SER submitted. 
After completing Section III, and IV if needed, ac- 
cording to the instructions below, sign the Validation 
Roster, enter your title and telephone number and mail 
to USpE. Special Note: If the Validation Roster is 
received at USOE without a signature, .it will be 
returned to the institution. 



Section lll lnstructions 

The Roster Reconciliation Worksheet has been 
designed to assist you in reconciling disbursement to 
individual students, as repoi-ted in Section I, with the, 
summary expenditure and recipient count data 
reported on your latest Progress Report. 

As Section I is completed, the figures indicated on the 
Preliminary Reconciiiation Worksheet (page 3) should 
be accumulated. These totals should then be posted to' 
Section III as follows: 

1 . Add dollar total for (A), (B), (C) and, enter sum 
in IIIA-Line 2. 

2. Enter (D) in IIIA-Line 4. 

3. Enter dollar total for (E) in IIIA-Line 5. 

4. Enter student count in (A) in IIIB-Line 2A. 

— 5: Enrerstudent courinir(B) in IIIB-Line 2B: ~ 
6. Enter student count in (E) in IIIB-Line 5. 



7, Enter (F) in III^-Line 7. 

. Important: If (D) includes disbursements to any 3tu- 
J^^t in excess of the highest- Scheduled BEOG Award 
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as shown or as corrected on the roster, attach a letter 
explaining how the overaward(s) occurred and any 
steps being taken to recover the fjxcess awards. 

After post ing-the figures above, follow the instructions 
on thy Roster Reconciliatbn Worksheet. To facilitate 
completion of this Section, the calculation? for the 
total Expected Disbursement and the number of stu- 
dents shown on the roster are computer-printed for 
your convenience. 

Thejesultsof Section III will determine if you need to 
file a revised June 30 Progress Report to reconcile 
your account. Sho'uld you need assistance in complet- 
ing the Preliminary. Reconciliation Worksheet or Sec- 
tion HI, contact your Area Representative. Your 
cooperation in this important part x)f the fiscal control 
requirements of the Basic Grant Program will expedite 
completion of the processing cycle for this academic 
year at your institution and permit prompt preparation 
of your final roster and Authorization letter. 



Section IV Instructions 

t.» • • 

In the event that revised June 30 Progress Report is 
needed in order to reconcile your account. Section IV 
provides^a Progress Report facsimile^to allow you to 
make any changes that were not made when filing your 
original June 30 Progress Report, Please use the same 
instructions that were used when completing your 
1976-77 Progress Reports except as noted here. Note: 
If you have not filed a June 30 Progress Report, you 
should use Section IV to do so at this time. 

Progress Report Facshmiiie 

Line \9: Gross Expenditures 

Report the total amount disbursed to BEQG recipients 
in (A); report the total number of recipients receiving 
BEQG funds in (B). The recipient count must be the 



same as Section IIIB-Line 8, i.e., the number of un- 
duplicated students on the roster. 

Line 20: Less Recoveries 

Report the total amount of BEQG funds, recovered 
from recipients in (A); repon the number of recipients 
returning BEQG funds in (B). Any student from whom 
a total recovery (i.e., a zero disbursement in Section I) 
has been received should be included in this count and 
in 19B. 

Line 21 A: Net Expenditures 

Report the total amount expended for BEOG awards 
(line 19A minus line 20A). This amou^nt must be the 
same 2.3 the amount in Section IIIA-Line 6 as ac- 
cumulated from the individual student entries. Show 
whole dollars only; do not report cents. 

Lines 22 and 23: Estimated Demand for Additional 
Funds 

All items (22A, 23A and 23B) must be reported as 
zero. No entry required. * 

Line 24: Total Estimated Expenditures 

Report the same amount as Line 21A for 24A; report 

the same recipient count as Line 19B for 24B. 

Line 25: Current OE Approved Authorization 
Report the USOE Approved BEOG Authorization 
amount indicated on your most recent USOE 
Authorization Letter for.s.cademic year 1976-77. 

Line 26: Institution's Estimated Authorization Adjust- 
ment 

Report the difference between Lines 24 and 25 circling 
the plus for increase or the minus for decrease. 

Lines 27, 28, 29: SERs Submitted 
Report as indicated. The number reported on Line 29 
must be the same as the SER count in Section IIIB- 
Line 6. 

Line 30: 

Sign as indicated. 
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Appendix C 



This is an explanation of how the figures which ap- 
pear in the 1978-79 Payment and Disbursement 
Schedules were computed. We have written this in 
response to questions from people within the Bureau 
as well as in the field regarding the methods by which 
the Payment Schedule amounts were computed. Plrase 
note that this is for your information only,and working 
with the Payment Schedule does not require complete 
knowledge- of th3sc prcfcedures. 

As you may know, maxinium awards for the Basic 
Grant Program will increase ftom $ 1,400 to $1,600 for 
the ;978-79 award period. However7"due"to" the 
nature of the-budget appropriation for 1 978-79 and the 
language of the authorizing legislation for tlie 
Program, the amounts which appear in the Payment 
Schedule were calculated ia a somewhat different 
manner than in the 1977-78 av/ard period. The pur- 
pose of this memo is to explain the steps involved in 
the calculation of those figures. 



Fuli-funding 

Under the law, full funding Basic Grant entitlements 
are prescribed to be the lesser of: 

1) $1,800 minus Expected Family Contributions 
-r (EFCr " " 

2) Half of Cost; 



3) Cost minus HFC 

4) They may not be 



and, 

less than $200. 



Less than Full-funding 

Scheduled reduction. If appropriated funds are at a 
levclsuch that full entitlements cannot be met, the law 
provides a schedule of reductions. Under this 
schedule, awards of the neediest students are reduced 
the least. The maximum award at scheduled reduction 
with an $1 ,800 ceiling is $1,350. : • 
Above scheduled reduction. Appropriated funds 
may be at a level that enables awards to be higher than 



creased ''in proportion to the degree to which that en- 
titlement is unsatisfied." 

Below scheduled reduction^ If the funding level is 
lower than that required for scheduled reduaion, then 
all awards are reduced by a constant factor from those 
calculated at scheduled reduction. This award level is 
called "pro-rata reduction." 

For the 1978-79 award period, the Basic Grant 
Program is funded at an award level'where the max- 
imum is higher than at scheduled reduction, but less 
than full funding,M.e^, $J^0. The requirement that a 
"given scheduled r^udidnliwai^ be mcreasi^ pro- 
portion to the degree to which that entitlement is un- 
satisfied" results in the following calculation steps: 

1. Calculate the full-funding entitlement. 

2. The full-funding award may not be less than 
$200. Thus, the following conditions must be 
met: 

(a) entitlement of step No. 1 is not less than 
$200; 

(b) need (COST - EFC) is not less than $200; 

(c) half of cost is not less than $200; 

(d) a full-funding part-time award, i.e., the 
least of steps (a) through (c) above multiplied by 
.50 or .75, is not less than $200. 

If any of these conditions are not met, the 
award is zero. This step prevents students from 
receiving awards at reduced funding who would 
not be eligible at full-funding. 

3. Reduce entitlement by multiplying the resuh of 
step No. 1 times the appropriate factor shown in 
the following schedule of reduaions: 

FF Entitlement 
$1,000 or more 
$801 - $1,000 
■ , $601 - .S8Q0 ^ ^ 
$600 or less 

Reductioi Factor 
.75 

.70 * 

.65 

.50 



ihose ai scheduled reduction but less than th^ max- 
imum award, i.e., $1,351" to $1,799. In this case the 
legislation states tliat an entitbment which is reduced 
under scheduled reduction provisions, should be in- 



4. Calculate the "unsatisfied entitlement" 'as step 
No. 1 minus step' No. 3. 

5. Multiply unsatisfied entitlement by .556. 

6. Add the results of step No. 5 to the scheduled 
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reduction entitlement determined in step No. 3. 

7. Compare the results of step No. 6 to half of the 
» student's cx)St of attendance and the student's 

"need'' (need equals cost minus EFC). The stu- 
dent's Scheduled Award is the lesser of the 
three. 

8. If appropriate, a part-time reduction is applied. 

9. If the award of step No. 7 or step No. 8 is less 
than $50, the student's award (Expected Disbur- 
sement) is zero. 

The following are case examples that follow this 
step-by-step procedure through the award calculation. 



It should be noted that the result of the example 
calculation may differ slightly from the amounts that 
appear on the 1978-79 Payment and Disbursement 
Schedules. This is because the awards in the 
Schedules are calculated on the basis of a series of 
eligibility index and cost of education ranges, using the 
midpoints of each range. As a result, the worksheet 
award may vary above oi: below the Pay- 
ment/Disbursement Schedule award to a small degree, 
depending on the specific eligibility index and cost of 
education used. 



1978-79 Payment/Disbursement Schedules 
Worksheet 



Eligibility Index (EFC) 
Cost of Education =^ ^ 
Enrollment Status « — 



L Full-Funding (FF) Award: 

• The lesser of: 

FF Entitlement ($1,800 minus EFC) « 

Half of Cost = 

Need (Cost minus EFC) « 

• Reduce for part time, if 
appropriate » 

• If any of the above is less than 

$200, Award at FFor Reduced-Funding 
equals zero. 

2. Reduced EntitlemoRt: 

FF Entitlement multiplied by 
appropriate per;:entage = 

3. Unsatisfied Entitlement: 

FF Entitlement minus Reduced 
Entitlement » 

4> Unsatisfied Entitlement multiplied 
by adjustment factor « 

5, Above-Reduced Entitlement: 
Reduced Entitlement plus result of 
Step #4 « 

6. Full-Time Reduced Award equals the 
lesser of: 

• Above-Reduced Entitlement (Step #5) » 

• Half of Cost- 

• Need - 

(the result of Step #6wouldappearjn 
the full-time Payment Schedule)* 

7, Reduce Fu!l-Time Award for part time, 
if appropriate: 

(the result of Step #7 vw)uld appear in 
the^part-time Disbursement'Schedules)* 

8. If result of Step #6 or Step #7 is 
lesstharJ $50, then student's Expected 
Disbursement equals zero: 

Reduction Percentages 



,556 



Expected Disbursement = 



-ILentitlementis: : - 

a) - $1,000 or more 75% 

b) $801 to $1,000 70% 

c) $601 to $800 65% 

d) $600 or lesu 50% 



•Amounts may be slightly different 
from the Payment and Disbursement 
Schedules because of the use of 
cost and eligibility index ranges 
In the Schedules. 
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Example 1 

1978-79 Payment/Disbursement Schedules 
Worksheet 



Eligibility Index (EFC) 
Cost of Education 
Enrollment Status 



0 



1. Full-Funding (FF) Award: 

• The lesser of: 

FF Entitlement ($1,800 minus EFC) = 

Half of Cost = 

Need (Cost minus EFC) = 

• Reduce for part time, if 
appropriate = 

• It any OT the above i's less than 

$200, Award at FF or Reduced-Funding 
equals zero. 

2. Reduced Entitlement: 

FF Entitlement multiplied by 
appropriate percentage = 

3. Unsatisfied Entitlement: 

FF Entitlement minus Reduced 
Entitlement = 



4. Unsatisfied Entitlement multiplied 
by adjustment factor = 

5. Above- Reduced Entitlement: 
Reduced Entitlement plus result of 
Step #4- 

6. Full-Time Reduced Award equals the 
lesser of: 

• Above-Reduced Entitlement (Step #5) 

• Half of Cost = 

• Need = 

(the result of St&p #6 would appear in 
the full-time Payment Schedule)* 

7. Reduce Full-Time Award for part time, " 
if appropriate: 

(the result of Step #7 would appear in 
the part-time Disbursement^Schedules)*" 

8. If rissultof Step#6orStep.#-7is 

less than $50, then student's Expected 

Disbursement equals ^ero: 
♦ * 

Reduction Percentages 



If entitlement is: 

a) $1,000 or more 

b) $801 to $1,000 

c) $601 to $800 
_d) Jpeoo or less .. 



750/0 
700/0 
650/0 
50% 



. 2 



^ 2,000 



4 lf%00 



Expected Disbursement = /^6^0 



•Amounts may be slightly different 
from the Payment and Disbursement 
Schedules because of t' 9 use of 
cost and eligibility index ranges 
in the ^hedules. 



Example 2 

1978-79 Payment/Disbursement Schedules 
Worksheet 

Eligibility Index (EFC)^« I^^OO 
Cost of Education = ^ ^ 
Enrollment Status ^ 3^4 ^* p^fe 



1. Full-Funding (FF) Award: 

• The lesser of: 

FF Entitlement ($1,800 minus EFC) = 

Half of Cost = 

Need (Cost minus EFC) = 

• Reduce for part time Jf 
appropriate = 

• If any of the above is less than 

$200, Award at FFor'Reduced-Funding 
equals zero. 

4 

2. Reduced Entitlement: 

FF Entitlement multiplied by 
appropriate percentage = 

3. Unsatisfied Entitlemjent: 

FF Entitlement minus Reduced 
Entitlement = . 

4. Unsatisfied Entitlement multiplied 
by adjustment factor = 

5. Above-Reduced Entitlement: 
Reduced Entitlement plus result of 
Step #4 = 

6. Full-Time Reduced Award equals the 
lesser of: 

. • Above-Reduced Entitlement (Step #5) 

• Half of Cost = 

• Need - 

(the result of Step #6 would appear in 
the full'time Payment Sqhedule)* 

7. Reduce Full-Time Award for part time, 
if appropriate: 

(the result of Step #7 would appear in 
the part-time Disbursement Schedules)* 

8. If result of Step #6 or Step #7 is 
less than $50, then student's Expected 
Disbursement equals zero: 

Reduction Percentages 



J15 = 2X5 



300 X .50 = 



ISO 



150 = 



.556 



X 



ISO 

iSo 
SB 



\50 + S3 



233 



2.33 



ai3 



.75 = 



Expected Disbursement = 



ns 



fins 



If entitlement is: 

a) $1,000 oV more 75% 

b) $801 to $1,000 70% 

c) $601 to $800 65% 

d) $600 or less 50% 



•Amounts may be slightly different 
from the Payment and Disbursement 
Schedules because of the use of 
cost and eligibility index ranges 
in the Schedules. 
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Exaii;>Ie 3 

* 

1978-79 Payment/Disbursement Schedules 
Worksheet 



Eligibility Index (EFC) 
Cost of Education == 
Enrollment Status « 




1. Full-Funding (FF) Award: 

• The lesser of: 

FF Entitlement ($1,800 minus EFC) = 

Half of Cost = 

Need (Cost minus EFC) = 

• Reduce for part time, if 
appropriate = 

• If any of the above is less than 

$200. Award at FFor Reduced-Funding 
equals zero. 

2. Reduced Entitlement: 

FF Entitlement multiplied by 
appropriate percentage = 

3. Unsatisfied Entitlement: 

FF Entitlement minus Reduced 
Entitlement'^ 

4. Unsatisfied Entitlement multiplied 
by adjustment factor = 

5. Above-Reduced Entitlement: 
Reduced Entitlement plus result of 
Step #4 = 

6. Full-Time Reduced Award equals the 
lesser of: 

• Above-Reduced Entitlerrent (Step #5) 

• Half of Cost = 

• Need = 

(the result of Step #6 would appear in 
the full-time Payment Schedule)* 

7. Reduce Full-Time Award for part time, 
if appropriate: 

(the result of Step #7 would appear in 
the part-time Disbursement Schedules)* 

8. If result of Step #6 or Step #7 is 
less than $50, then student's Expected 
Disbursement equals zero: 

. . Reduction Percentages 



9oo 



1,700- (^275- = 



.556 



900 



Expected Disbursement =^.^00 



If entitlement is: 

a) $l,OOQormore 

b) $801 to $1,000 

c) $601 to $800 

d) $600 or less 



75% 
70% 
65% 
50%. 



♦Amounts may be slightly different 
from the Payment and Disbursement 
Schedule^) because of the use of 
cost and eligibility Index ranges 
in the Schedules. 
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DEPARTMENT OF HEALTH, EDUpATlON. AND WELFARE 
OFFICE OF EDUCATION 

• REGIONAL ADMINISTRATORS, STUDENT FINANCIAL ASSISTANCE 

' REGIONS l-X , APRIL 19^8 


• REGION 1 Mr. William T. Logan, Jr. TEL: 617-223-7205 
Connecticut R^'O"^! Administrator FTS: &-223-7205 
Maine S\wM Financial Assistance 
Massachusetts of Education, DHEW 
New Hampshire ^^^^ Kennedy Federal Building 
Rhode Island Boston, Massachusetts- 02203 
Vermont ^ ^ 


REGION VI Dr Artt^ur Lee Hardwick TEU '214-767^59 
Arkansas Regional Administrator (acting) FTS: &-729-4359 
Louisiana Student Financial Assistance 
New Mexico Office of Education, DHEW 
Oklahoma 1200 Mam Tower Building 
Texas Dallas, Texas 75202 


REGION 11 Mr. Josue Diai TEL: 212-264^045 
New Jersey Regional Administrator FTS: &-264^045-3952 
New York Student Financial Assistance 
Puerto Rico Office of Education, DHEW 
Virgin Islands , 26 Federal Plaza 
Panama Canal / •'^w rorK, naw TorK luui;/ 
Zone 


REGION VII Mr, J, William Keifer, Jr, TEL: 8]]B-37m5 
Iowa Regional Administrator FTS: &-758-5875 
Kansas Student Financijl Assistance 
Missouri Office of Education, D,HEW 
Nebraska 601 East 12th Street 

Kansas uity, Missouri 64106 


REGION III Mr. Robert Smallwood TEL: 215-596-1018 
Delaware Regional Administrator FS: 8-595-1018 
District of Student Financial Assistance 
Columbia Office of Education, DHEW » 
Maryland Post Office Box 13716 
Pennsylvania 3535 Market Street 
Virginia Philadelphia, Pennsylvania 1910J 
West Virginia 


REGION VIII Mr, Irwin E. Kirk . ' TEL: ,303-837-4128 

Colorado Regional Administrator (acting) FTS: &-327-4128 

Montana Student Financial Assistance 

Norttj. Dakota Office of Education, DHEW 

South Dakota 11037 Federal Office Building 

Utah 19th and Stout Street 

Wyoming . ^Denver, Colorado 80294 


REGION IV Dr. Carmen L. Battaglia TEL: 404-221-5008, 5009 

Alabama Regional Administrator FTS: &-242-5008, 5009 

Florida . Student. Financial Assistance 

Georgia Officeof Education, DHEW 

Kentucky 101 Marietta Tower-Third Roor 

Mississippi ^ Atlanta, Georgia 30323 

North Carolina 

oQuin uaroima 

Tennessee 


REGION IX Mr. Charles F. Hampton TEL: 415-556-8382 

Arizona Rtgm^\ Administrator FTS: &-556-8382 ■ 

California Student Financial Assistance 

Hawaii Officeof Education, DHEW 

Nevada 50 United Nations Plaza 

American Samoa San Francisco, California 94102 

Guam 

Trust Territory of the 

Pacific Islands 
Wake Island 


P^"^ ^ flTJ'''''!'\ ^EL; 312-353-5127 
Illinois- . Regional Administrator FTS: 8-353-5127 
Indiana v Student Financial Assistance 
Michigan Office of Education, DHEW 

Minnesota 300 South Wacker Drive , . ' ' , 

Ohio . Chicago, Illinois 60606 

Wisconsin 


REGION X Mr, W Phillips Rockefeller TEL: 206442-0434 
.Alaska Reg'O"^' Administrator FTS: 8-399-0434 
Ijjgho Student.Financial Assistance 
Oregon ' Office of Education, DHEW . 
Washington Arcade Building— M.S, 1506 ' ' 
1321 Second Avenue 

Seattle, Washington 98101 v - 
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Appendix E 



Directory Of State Student 
Assistanc;^ Agency Officials 
Responsible For Administering State 
Student Incentive Grant (SSIG) 
Funds . • ' 



• 



Officials ar^designatea^'as foilows: Senior Agency 
Official (a), SSIG Program Official(s) (P), and Fiscal 
Officer (F). Central OE Officials are listed at the end of 
this directory. ^ > 



ALABAMA 

Dr. John F. Ptorter, Jr. (A) (F) Execu- 
- t;.c Dirtctor'' ' ^ ' 

Tom A. RobeiS<^n, Coordinator 
Alabama StudeiVt Assistance 
Program 

■ .. 

9{^LASKA* ' ^ ' 

Dr, Kerry D/Romesburg (A) Execu- 
tive Director 

Ms. Klary Ann Isiuris (Pi Student Fi- 
nancial Aid Officer . . ^ ^ 

Bill Gillespie (F) Fmancial Officer 

ARIZONA^ \ 
(Vacant) (A) (T) Executive Director 

Dr. Richard Erbschloe (P) Assistant 
DirectoV for Programs and Ad- 
ministration ' 



ARKANSAS . 

Dr. M. Olfn Cook (A) Director 

Dr. Tom Spencer f fP) Associate 
Director of Commtxriiiy Collcgc^^ 

Robert McCormack (P) Associate 
Director for Finance 

CALIFORNIA 

Arthur S. Marmaduke (A) Director 



Ms. DdrtRa X. "Mofrisbri "(?7T)epuiy " 
Director 

Fred Brill (F) Adminfttrative Service 
Officer 

-COLORADO - 

Dr. Lee Kerschner (A) Eiecutive 
Director 

Ma. Lindsay Baldner (P) Director of 
Student Services 



ADDRESSES 
Alabama Commission on 
Higher Education; One -^^ 
Court Square, ^jiitc 221 
Montgomery, Alabama j 
36104 
T*l:.(205) 832-6555 



Alaska Commission on 
Postsccondary Education;-. 
Pouch F, State Officjc 
Bu:iaing Juneau, Alaska. ■ ' 
999811 

^ Tel: (907) 465-2855 
> 

Arizona Commission tfpx 
Postsccondary, Educati?>h; 
1650 .W. AJameda Drive, 
Room 115 Tpmj^e , 
Arizona 85282 
Tel : (602) 271oJ09 



Department of ' Higher 
Eudwtion; 1301 West Se- 
venth Street .Lit^e Rock, 
.Arkansas 7220i«a 
' Tfcl: (501) .371^1441,' 
Ext. 2'3 ^ 



California Student Aid 
Commission; 1410 - 5th 

-Street Sacramento, 

Calrfomia 95814 ' 
T<5Ti(9l6),i45-0880 



Colorado Commission on 
Higher Education; 1550 
Lincoln ^Street, Room 210. 
Denver, Colorado 80203 
Tel: (303) 892-2723 



Jack Armstrong (F) Director, Busi- 
ness Services - 

COSSECTICVT \ 

Dr. Samuel Gould (A) th^nceilor of 

Higher Education Pro Team 

Romeo Bcm-er (P; Associate Direct- 
tor for Student Financial .Assistance 

,Dr. Robert Bokelman (F) Fiscal 
Officer 

DELAWARE , 

Kenneth C. Madden (A) State 
Superintendent 

Harry M. Peyser (?) Executive 
■Secretary Higher Education Scholar- 
ship Council 

^ohu Ryan (F) Assistant Superinten- 
dent Administrative Services Bratich 

DISTRICT OF COLUMBIA 
Albert P. Russo (A) Director 

(I) Ms. Jacqueline Johnson (P) 
Astsis'tant Director for Siate Agency 
Affairs 

;t2) Shepard Cohen, Cxjntroller (F) 
.Office of the Controller 



FLORIDA 

Ralph, b. Turlington (a) Commis- 
sioner " ' , 

Donald Smading (p) Program Direc- 
tor 

ted J. Mferedith (F) Department of 
Com[Xt«Jjer Student Financial Aid 



Board of Higher Educa- 
tion; 340. Capitol Avenue, 
PO. Box 1320. Hartford, 
Connecticut 06101 
Tel: (203) 566-3910 



Department of Public In- 
struction John G. Town- 
send Buildijig Dover, 
Delaware 'i990l 
Tel:( 303) '678^620 



Department of Human 
Resources Government of 
the District of (Columbia; 
1305 E. Street, N.W., 
Room 420 Washington, 
D.C, 20004 
Tel: (202) 629-5443 ^, 

(1) Department of Human 
Resources Government of 
the District of Columbia; 
1329 E Street, N.W., Suite 
1023 Washington-,. D.C. 
20004 J 

(2) ' Department of Human 
Resources Government of 
the District of Columbia; 
80i North Capitol Street, 
N.W., Room ' 5 13 
V/ashiriglqn. D_.C,.. 20.002... 

Tel: (202) 629-3216 



Department of Education 
State of Florida; 563 Knbit 
Building Tallahassee, 
Florida 32304 ' 
Tel: (904) 487-1800 ^ 



EKLC 



X6o 



E-l 



GEORGIA 

Dr. Donald E. Payion (A) (T) Execu- 
tive Director 
Tel: (404) 393-7108 

Robert B.. McCanis.' Director (P) 
Division of Student' Services 
Tel: (404) 393-7253 

Ralph D. Roberts (F) Director of 
Fiscal Affairs 
Tel: (404) 393-724 1 

HAWAII* 

Dr. Fujio Malsuda (A) President 

Nils Ueki (P) Administrative Officer 

Kenji Sumida (F) Director of Fi- 
nance 



IDAHO / 

Milton Sm(*'' (A) Executive 

Director / 

,Ms. Delia M. McManus ( P) Scholar- 
ship Office 

Stephen Keto (F) Fiscal Officer 
hUNO/S 

Or. Josj;>h D. Boyd lA; Executive 
director 

James A. Banes (P) Director of State 
Student G-'ant Program 

Ralph Godzick: (F) Assistant Execu; 
live Director Fiscal Affairs and Ad- 
ministration 

William L. Hilton Director Infor- 
mation Services 



INDIANA 

James E. Sut.day (a) (P) Acting 
Executive Secretary 



Georgia Higher Education 
Assistance Authority; 9 
LaVistu Perimeter Park, 
Suite 1 10 Tucker, Georgia 
30084 



IOWA 

Ms. Willis Ann Wolff (A) Executive 
Director 

Gary W. Nichols (P) Director Stu- 
dent Aid Programs 



KANSAS 

Dr. John Conrad (A) Executive 
Director 

Gerald R. Bergen (P) Student 
Assistance Officer 

Phillip Arnold (R Budget Ofticer 



State Postf.econdary 
Education Commission 
University of Hawaii, 210 
Bachman Hall; 2444 Dole 
Street Hqnolulu, Hawaii 
96822 

' Tel: (808) 948-7487 



Office of State Board of 
Education Len B. Jordan 
Office Building. Room 
307; 650 West State Street 
Boise, Idaho 83720 
Tel: (208) 384-2270 



Illinois State Scholarship 
Commission; 102 Wilmoi 
Road Deerfield; Illinois 
J60015 

Tel: (321) 945-7040 
945-1500. Ext. 201 

Illinois State Scholarship 
Commission; 203 North 
Wabash Avenue, Room 
21 18 Chicago, Illinois 
60601 
Tel: (312) 793-3745 



Indiana State Student 
Assistance Commission 
EDP Building. 2nd Roor; 
219 North Senate Avenue 
Indianapolis. Indiana 
46204 
Tel: (317) 633-5445 



Iowa Higher Education 
Facilities Commission ; 
201 Jewette Building 9th 
and Grant Avenue Des 
Monies, Iowa 50309 
Tel: (515) 281-3501 



Ikujrd of Regents. State of 
Kansas Merchants na- 
tional Biuik Tower, Suite 
14 16 Topeka. Kansas 
666 1 2 
Tel: (Ml 3) 296-4827 



KENTUCKY 

Paul P. Borden (A) (F) Executive 
Director 

Ms. Marleen Ingle (P) Deputy Direc- 
tor of Grant Program 

Ms. Brenda Fulkerson (T) Coordina- 
tor for Student Financial Aid 

LOUISIANA 

Richard W. Petrie (A) (P) Execj- 
tive Director 

Ms. Billie R. Hitter (F) Fiscal Officer 



MAINE 

H. Sawin Millett, Jr. (A) Commis- 
sioner 

Harold M. Grodinsky (P) Cuor- 
dinatipr Student Aid Programs 

Phillip Dumont (F) Director of Fi- 
nance 

XtAKYLAND 

Dr. H. Kenneth Shook (A) (P) 
Executive Director 

Ms. Patricia A. Schmidt (K) Fiscal 
Associate II 

MASSACIfUSETIS 
Leroy Keith (A) Chancellor 

Graham R. Taylor (P) (F) Vice 
Chancellor for Student Affairs 



MICHIGAN 

Dr. John W. FVirter (A) Superinten- 
dent of Public Instruction 

Ronald J, Jursa, Director Student 
Financial Assistance Services 

Aaron Hall (P) Supervisor of 
Scholarship and Tuition Grant 
Program 

Robert McKerr (F) Associate Super- 
visor lor Business and Finance 

MINNESOTA 

Dr. Clyde Ingle (A) Executive Direc- 
tor 

Margaret Dean (P) Coordinator 
of State Schola: ship and Grant 
Programs 

Arlon Haupert. Director (F) Ad- 
ministrative Services 

MISSISSIVVU' 

.himes Harold McMinn (A) (P) Ex- 
ecutive Director 

Ms. bamian Meieicr (I ) Manager. 
Fiscal Affairs 



Kentucky Higher Educa- 
tion Assistance Authority; 
691 Teton Trail Frankfort. 
Kentucky 40601 
Tel: (505) 564-7990. Ext. 26 



Louisiana Higher Educa- 
tion Assistance Commis- 
sion; P.O. Box 44 12;. 
Capitol Station Baton 
Rouge. Louisiana 70804 
Tel: (504) 389-5491 

State Department of 
Education and Cultural 
Services State Department 
of Education Building 
Augusta. Maine 04 "^33 
Tel: (207) 289-2541 



State Scholarship fioard; 
2100 Guillord Avenue, 
Room 206 Baltimore. 
Mar>'land 21218 
Tel: (301) 383-4941 



Massachusetts Board of 
Higher Education Park 
Square Building. Room 
632; 31 St. James Avenue 
Boston. Massachusetts 
021 16 
Tel: (617) 727-5366 

Michigan Depatment of 
Education; P.O. Box 
30008 Lansing. Michigan 
48909 
Tel: (517) ,37.V3394 
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Minnesota Higher Educa- 
tion Coordinating Board 
CapiUil Square Building. 
Suite 901; 550 Cedar 
Street St. Paul, Minnesota 
55101 • 
Tel: (612) 290-5715 



CivHcmor's Oilicc of loh 
IX'velopmcnt and Train- 
ing; P C) H(tx 4 
Jackson. M iss iss i ppi 
.V):i6 

Tel (^()l ) 9Sl :r»35 



\tISSOUHI 

Dr. J. Bruce Robertson (A) Commis- 
sioner 

Richard C. Stiilwap.on (P) Direc- 
tor of Student Aid Programs 

T. Michael Elliott (F) Assistant Com- 
missioner for Budget 

Dr. Lf.wrence K. Pettit (A) Commis- 
sior.cr of Higher Education 

William J. Lannan (P) Director 
of Special Projects and Community 
College Coordinator 

John Noble, Jr. (F) Financial Deputy 
NEBRASKA 

Dr. William S. Fuller (A) (P) Execu- 
tive Director 

Ms. Katheryn Hayes (T) (F) Ad- 
ministrative Assistant 



NEVADA 

Dr. Donald H. Bacplcr (A)(F) Act- 
ing Ahancellor 

Ms. Mary Lou Moscr (P) Budget 
and Research Analyst 

NEW HAMPSHIRE* 

Dr. Jam»^s Bussclle (A) Executive 

Director 

Ronald Wilson (P) (F) State Finan- 
cial Assistance Coordinator 

NEW JERSEY 

Dr. T. Edward Hollander (A) Chan- 
cellor 

Dr. Haskell Rhett (P) Assistant 
Chancellor for Student Assistance 
and Special Projects 

George Cole (F) Director of Ad- 
ministrations 



NEW MEXICO 

Dr. Robert A. Huff (A) Executive 
Secretary 

Thpnr.as E. Wilson t'P) Assistam 
Postsccondary Coordinator 

Ms. Lou Holmes (I*) Fiscal Officer 
NEW YORK 

Ms.. Eil':cn Dickinson (A) President 

Michael Cruskic (P) Vice Presi- 
dent Kcscctrch and Policy Analysis 

Peter Grtim (F) Supervisor ol Higher 
Education Services, Corporatii>n Ac- 
count.. 



Missouri Department of 
Higher Education; 1130 
East Elm Jefferson City, 
<< Missouri 65101 

Tel: (314) 751-3940 



Office of the Commis- 
sioner of Higher Educa- 
tion ; 33 Last Chance 
Gulch Helena, Montana 
59601 
Tel: (406) 449-?0:4 



Nebraska Coordinating 
Commission for 
Postsecodriary Education; 
301 Centennial Mall South 
P.O. Box 95005 Lincoln, 
Nebraska 68509 
Tel: (402) 471-3847 



University of Nevada 
System; 504 Marsh 
Avenue Reno , Nevada 
89508 
Tel: (702) 784-4901 



Postsecondary Education 
Commission; 66 South 
Street Concord, New 
Hampshire 03301 
Tel: (603) 271-2555 



Department of Higher 
Education; 225 West State 
Street Trenton, Ntw jersey 
0862 5 
Tel: (669) 292-8770 

(1 ) Department of Higher 
Education state Scholar- 
ship Commission; 1 474 
Prospect Street Trenton, 
New Jersey 08625 
Tel: (609) 292-4646 



Board of Educational Fi- 
nance Legislative-Execu- 
tive Building, Room 201 
Santa Fe, New Mexico 
87503 
Tel. (505) 827-21 15 



New York State Higher 
Education Services Cor- 
poration Tower Building. 
2Kth Roor Empire State 
Plaze Albany, New York 
12255 
fcl: (518) 474-4898 



Tel: (518) 474-3712 

Lorenz Worden (F) Director of 
Higher Award and Loan Program 
Tel: (518) 474-3712 

NORTH CAROLINA 

Stan C. Broadway (A) (P) Executive 

Director 

No Fiscal Officer Designated 



NORTH DAKOTA 

Kenneth Raschke (A) Commissioner 

Clark J. Wold (P) (T) Director North 
Dakota Student Financial Assistance 
Agency 

Floyd B. Case (F) Director of Fiscal 
Affairs North Dakota Student Finan- 
cial Assistance Agency 

OHIO 

Dr. James A. Norton (A) Chancellor 

Charles W. Seward, HI (P) (T) Direc- 
tor, Student Assistance 

Henry Whitcomb (F) Director of Fi- 
nancial Management 

OKLAHOMA 

Dr. E.T. Dunlap (A) Chancellor 

John Hopkins (P) Tuition Aid Grant 
Coordinator 

Walter Williams (F) Loan Officer 



OREGON 

Jeffrey M. Lee (A) Executive Direc- 
tor 

Gary Weeks (P) Deputy Director 

Ms. Elizabeth Hands (F) Senior 
Budget Analyst of Budget Depart- 
ment 

PENNSYLVANIA 

Kenneth R. Rceher (A) Executive 
Director 

Earl R. Fielder, Chief (P) Research 
and Plans 

Samuel Johnson Deptuy Director 
Tel: (717) 787-1910 

Dr. J. Edward Ricart, Chief (F) Ad- 
ministrative Servi ( S 

RHODE ISLAND 

Thomas C. Schmidt (A) Commis- 
sioner of Education 

Don Galumage (F) Deputy Assistant 
Commissioner for Budget 

(1) John Madigan (P) (T) Coordina- 
tor ' 



North Carolin State 
Education Assistance 
Authority Box 2688, 
University Square Wesf 
Chapel Hill, North 
Carolina 27514 
Tel: (919) 929-2136 . 



^ard of Higher Educa- 
tion 10th Floor. State 
Capitol Bismarck, North 
Dakota 58505 
Tel: (701) 224-2960 



Ohio Board of Regents; 30 
East Board Street, 36th 
Floor Columbus, Ohio 
43215 
Tel: (614) 466-7420 



Oklahoma State Regents 
for Higher Education; 500 
Education Building State 
Capitol Complex 
Oklahoma City, Oklahoma 
73105 

Tel: (405) 521-2444^, 
Ext. 37 

Oregon State Scholarship 
Commission; 1445 
Willamette Street Eugene, 
Oregon 97401 
Tel: (503) 686-4166 



Pennsylvania Higher 
Education Assistance 
Agency Towne House 
Harrisbuc^, Pennsylvania 
17102 
Tel: (717) 787-1937 



Rhode Island Department 
of Education; 199 Pro- 
menade Street Providence, 
Rhode Island 02908 

(I) Rhode Island Depart- 
ment of Etlucatiop Office 



SOUTH CAROLINA 

R. Laine Ligon (A) (P) Director 

of Tutition Grant Agency 

Grady L. Patterson, Jr. (F; Slate 
Treasurer of South Carolina 
Tel: (803) 758-7695 

SOVTH DAKOTA 

Dr. Rortald Reed (A) (P) Secretary 

Ms. Addie Hayes (F) Assistant 
Secretary for Finance 



TENNESSEE 

Kenneth Barber (A) (T) Executive 
Director 

Howard T. Wall (P) Gram. Ad- 
ministrator 

Ms. Emma Willson (f) Grant 
Management Officer 

TEXAS 

Dr. Kenneth H. Ashworth (A) Com- 
missioner Coordinating Board 

Mack C. Adams, Head (P) Division 
of Student Services 

Ms. Jane Innis (P) Director of Grant 
Programs 

James McWhorter, Head (F) Divi- 
sion of Administration 

UTAH 

Dr. Terrel H. Bell (A) Commissioner 

Harden Eyring (P) Assistant 
Commissioner Director of Planning 

Dr. Howard Nielson (F) Associate 
Commissioner of Finance 

VERMONT 

Ronald J. Iverson (A) Executive 
Director 

Don Vickers Director of Administra- 
tion 

Don Bcrnier (P) Director Grant and 
Scholarship Division 

Herb Kingsland (F) Controller 
VIRGINIA 

Dr Gordon K. Davies (A) (F) Direc- 
tor 

Barry M. Dorscy (P) Coordinator 
Federal Programs and Planning Ad. 
ministration 

Dr. Sharon Bob (P) Associate Coor- 
dinator Federal Programs and Plan- 



of Student Assistance 
Roger Williams Building, 
Room 202 22 Hayes Street 
Providence, Rhode Island 
02908 
Tel: (401) 277-2050 



South Carolina Tuition 
Grants Agency; 4 1 I 
Keenan Building Colum- 
bia, South Carolina 29201 
Tel: (803) 758-7070 



Department of Education 
and Cultural Affairs State 
Capitol, Office of the 
Secretary Pierre, South 
Dakota 57501 
Tel: (605) 224-3134 



Tennessee Student Assis- 
tance Coporation; 707 
Malm Street Nashville^ 
Tennessee 37206 
Tel: (615) 741-1346 



Texas College and Univer- 
sity System; P.O. Box 
12788m Capitol Station 
Austin, Texas 7871 1 
Tel: (512) 475-4147 



Utah System of Higher 
Education; 807 East South 
Temple, Suite 204 Salt 
Uke City. Utah 84111 
Tel: (801) 533-5617 



Vermont Student Assis- 
tance Corporation; 5 
Burlington Square 
Burlington. Vermont 
05401 . 
Tel: (802) 658-4530 



State Council of Higher 
Education for Virginia; 
700 Fidelity Building 9th 
and Maine Streets Rich- 
mond, Virginia 23219 
Tel: (804) 786-3951 



ning Administration 
Tel: (804) 786-8654 

WASHINGTON 

Patrick Callan (A) Executive Coor- 
dinator 

Carl Donovan (P) Deputy Coordina- 
tor 

Ms. Sharyn Ward (F) Administrative 
Officer 

^^£57" VIRGINIA 

Dr. Ben L. Morton (A) diancellor 

' John F. Thralls (P) Director of Stu- 
dent Services 
Tel: (304) 348-0111 

Ms. Randi Brooks (F) Accountant 
Bookkeeper 
Tel: (304) 348-2101 

WISCONSIN 

James A. Jung (A) Executive Secre- 
tary 

"^'i^ichard H. Johnston (P) Ad- 
ministrator Division of Student Sup- 
port 

Richard S. Severson (F; Data Pro- 
cessing 

WYOMING 

(Vacant) (A) (P) (T) Executive Direc- 
tor 

No Fiscal Officer Designated 



AMERICAN SAMOA* ' 

Mrs. Mere T. Betham (A) Director of 

Education' 

Sili M. Atuatasi (P) Program Official 
Lealofi Uiagalelei (F) Fiscal Officer 

GUAM* 

Dr. Rosa Carter (A) (P) President 

Cesar R. Pereyra (F) Vice President 
Business Affairs 

PUER TO RICO 

Luis'E. Gonzalez- Vales (A) Ex- 
ecutive Secretary 

Eduardo Bermudez-Davila (P) Coor- 
dinator. Fiancial Aid 

Andres Medina Pena (F) Acting Fi- 
nance Officer 

TRUST TERRITORY* and COM- 
MONWEALTH OF THE NORTH- 
ERN MARIANA ISLANDS* 
David Ramarui (A) Director of 
Education 

Harold W, Crouch (P) Fiscul/Federal 



Council on Postsecondary 
Education; 908 East 5th 
Street Olympia, 
Washington 98504 
Tel: (206) 753-3571 



West Vriginia Board of 
Regents; 950 Kanawha 
Boulevard East 
Charleston, West Virginia 
253*01 
Tel: (304) 348-3101 



State of Wisconsin Higher 
Educational Aids Board; 
150 East Oilman Madison, 
Wisconsin 53702 
Tel: (608) 266-1095 



Wyoming Higher Educa- 
tion Council* 1720 Carey 
Avenue, Boyd Building 
Cheyenne, Whyoming 
82002 
Tel: (307) 777-7763 



Department of Education 
Pago Pago, Americam 
Samoa 96799 
Tel: (Overseas) 63' -5237 



University of Guam Board 
of Regents; P.O. Box EK 
'igana, Guam 96910 
Tel: (734) 2177 



Council on Higher Educa- 
tion; B^)x F, U.P.R. Station 
Rio Piedras, Puerto Rico 
00931 

Tel: (809) 765-6590, Ext. 266 



Headquarters, Department 
of Education Trust Ter- 
ritory of the Pacific Islands 
Saipan, Mariana Islands 



uc 



1 



Program Coordinator 

Terry Edvalson (T) 

Herman T CFt.sf rtero (F) Shop and 
Studc v; :>ervices Officer 

VIRGIN ISLANDS 
Dr. Gwendolyn E. Kean (A) Com- 
missioner 

(1) Dr. Rehenia A. Gabriel (P) 
Director Pupil Personnel Services 

M*^ Shirley D.' Richardson (F) 
Departmental Business Manager 



96950 
Tel: (Saipan) 9780 



Virgin Islands Department 
of Education Chsrlotte 
Amalic St, Thomas, Virgin 
Islands 00801 

(1) Virgin Islands Depart- 
ment of Education; P.O. 
Box 630 St. Thomas, 
Virgin Islands 00801 
Tel: (809) 774-0100, 
Ext. 271 
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Central SSIG Staff - Office of Education 

Dr. Richard L. McVity 
Director 

State Student Incentive Grant Program 

7th and D Streets, S.W., Room 3674 - ROB No. 3 

Bureau of Student Financial Assistance 

U.S. Office of Education 

Washington, D.C. 20202 



Program Officers: 
John Fcnwick 
Lanora Smith 

Telephone: (2)2) 245-2201-2-3 and 245^2354 

Richard M. Millard 
Director of Postsecondary 

Education 
Ms. Nancy M, Berve 
Associate Director 
Education Commission of the States 
300 Lincoln Tower Building' 
1860 Lincoln Street 

Denver, C:olorada~80203 

Tel: (303) 893-5200 
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Appendix F 



Sources of Information on the Guaranteed 
Student Loan Program 

Alabama 

Acting Regional Administrator 

Student Financial Assistance 

Office of Education, DHEW, Region IV 

101 Marietta Tower — Third Floor , 

Atlanta, Georgia 30323 

(404) 221-50G8 

Alaska 
Director 

Alaska Commission on Postsecondary 
Alaska State Education Department 
Pouch F, State Office Building 
■™Juh~eaiirAIaslcT"998ai ~ 

Arizona (See California) 

Arkansas 

Student Loan Guarantee 
Foundation of Arkansas 
Suite 515, 15 15' West 7th Street 
Little Rock, Arkansas 72202 
(501) 371-2634 

California 

Acting Regional Administrator 

Student Financial Assistance 

Office of Education, DHEW, Region IX 

50 United Nations Plaza 

San Francisco, California 94102 

(415) 556-1630 

Colorado 

Acting Regional. Administrator 

Student Financial .Assistance 

Office of Education, DHEW, Region VIII 

Federal Office Building,yBox 3608 

19th and Stout Streets 

Denver, Colorado 80294 

(303) 837-4128 

Connecticut 
Executive Director 

Connecticut Student Loan Foundation 
S25 Pratt Streets 
Hartford, Connecticut 06103 
(^03) 547-1510 

Delaware 
Director 

i 



Delaware Higher Education Loan Program 
c/o Brandywine College 
Post Office Box 7139 
Wilmington, Delaware 19803 
(302) 478-3000 Ext. 34 

District of Columbia 
Director 

D,C. Student Loan Insurance Program 
1329 E Street, N.W„ Room 1005 
Washington, D,C. 20004 
(202) 638-1063 or 1020 

V Florida (See Alabama) 

Georgia 

_ ExecuJ iye_D.ii:e.cto _ 

Georgia Higher Education Assistance Corporation 
9 LaVista Perimeter Park 
2187 Northlake Parkway 
Tucker, Georgia 30084 
(404) 393-7241 

Hawaii (See California) 

Idaho (See Washington) 

Illinois 

Administrative Director 

Illinois Guaranteed Loan Program 

102 y/ilmot Road 

Deerfield, Illinois 60015 

(312) 945-VU40 

Indiana 

Acting Regional Administrator 

Student Financial Assistance 

Office of Education, DHEW, Region V 

300 South Wacker Drive ^ 

Chicago, Illinois 60606 

(312) 353-5127 

Iowa (See Missouri) 

Kan:las 
Director 

Higher Education Assistance Foundation 

51 Corporate Woods 

9393 West 1 10th Street, Suite 405 

Overland Park, Kansas 66210 

(913) 648-4255 

Kentucky (See Alabama) 



Louisiana 
Executive Director 

Louisiana Higher Education Assistance Commission 
Post Office Box 44127, Capitol Station 
Batoi'.) Rouge, Louisiana 70804 
(504) 389-5491 

Louisiana (Vocational Students Attending Out of 
State Schools) 

United Student Aid Funds, Inc. 
200 East 42nd Street 
New York, New York 10017 
(212; 661-090{) 

Maine 

Federal State Coordinator 

State Department of Education & Cultural Services 
Augusta, Maine 04330 
(207) 289-2475 

Maryland 

-Hxecutive-D ir^o r~ 



Maryland Higher Education Loan Corporation 
2100 Guilford Avenue 
Baltimore, Maryland 21218 
(301) 383-4150 

Massachusetts 
President 

Massachusetts Higher Education Assistance Corpora- 
tion 

1010 Park Square Building 
Boston, -Massachusetts 021 16 
(617) 426-9434 

Michigan 
Director <^ 

Michigan Higher Education Assistance Authority 
309 North Washington Avenue 
Lansing, Michigan 48902 
(517) 373-0760 

Minnesota 
Director 

Minnesota Higher Education Assistance Foundation 

1 100 Northwestern Bank Building 

55 East Fifth Street 

St. Paul, Minnesota 551.01 

(612) 227-7661 ' «> 

Mississippi (See Alabama) ^ 



Montana (See Colorado) 



Nebraska (See Missouri) 



Nevada 

Superintendent of Public Instruction 
Nevada State Department of Education 
Carson Cuy, Nevada 78901 
(702) 885-5700 Ext. 270 

A^evv Hampshire^ 
Executive Dir^tor 

New Hampshire Higher Education Assistance Foun- 
dation 

143 North Main Street 
Concord, New Hampshire 03301 
(603) 225-6612 

New Jersey 

HE>irector 



New Jersey Higher Education Assistance Authority 
1474 Prospect Street, Box 1417 
Trenton, New Jersey 08615 
(609) 292-3906 

New Mexico (See Texas) 

New. York^ 
President 

New York Higher Education Services Corporation 
Tower Building — Empire State Plaza 
Albany, New York 12255 
(518) 474-5592 

North Carolina 
Executive Director 

North Carolina State Education Assistance Authority 

Post Office Box 2688 

Chapel Hill, North Carolina 27514 

(919) 929-2136 or 966-5236 

North Dakota (See Colorado) 

Ohio 

Executive Director 
Ohio Student Loan Commission 
50 West Broad Street, 8th Floor 
Columbus, Ohio 43215 
(614) 466-8716 



Missouri 

Acting Regional Administrator 

Student Financial Assistance 

Office of Education, DHEW, Region VII 

601 East 12th Street 

Kansas City, Missouri 64106 
(816) 374-5875 



Oklahoma 
Chancellor 

Oklahoma State P.egents for Higher Education 
500 Education Building 

.5tate_CapitQljConiplex 

Oklahoma City, Oklahoma 73105 
(405) 521-2444 
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Oregon 

Executive Director 

Oregon State Scholarship Commission 
1445 Williamette Street 
Eugene, Oregon 97401 
(503) 686-4166 



Pennsylvania 
Director 

Pennsylvania Higher Education Assistance Agency 
660 Boas Street, Tow^ae House 
Harrisburg, Pennsylvania 17102 
(717) 787-1932 

Puerto Rico 

Acting Regional Administrator 

Student Financial Assistance 

Office of Educati9n, DHEW, Region II 

26 Federal Plaza, Suite '406 

Mew York, New York 10007 

(212) 264-4045 



Rhode fsland 
Executive Director 

Rhode Island Higher Education Assistance Corpora- 
^ tion 

187 Westminster Ma!! 
Room 414, Box 579 
Providence, R^ode Island 02901 
(401) 421-4964 Ext. 1834 

South Carolina {Sqq Alabama) 

South Dakota (See Colorado) 

. Tennessee 
Executive Director 

Tennessee Student Assistance Corporation 
707 Main Street 
Nashville, Tennessee 37206 
(615) 741-1346 

T exas 

Acting Regional Administrator 

Student Financial Assistance 

Office of Education, DHEW, Region VI 

1200 Main Tower Building 

Dallas, Texas 75202 

(214) 655-3811 

Utah. 
Director 

Utah Higher Education Assistance Authority 
807 East South Temple, Suite 301 
Salt Lake City, Utah 84103 
(801) 533-5617 



Vermont 
Director 

Vermont Student Assistance Corporation 
5 Burlington Square, 4th Floor 
Burlington, Vermont 05401 
(802) 658-4530 

Virginia 

Executive Director 

Virginia State Education Assistance Authority 
Suite 311, Professional Building 
501 East Franklin Street 
Richmond, Virginia 23219 
(804) 786-2035 

Washington 

Acting Regional Administrator 

Student Financial Assistance 

Office of Education, DHEW, Region X 

Arcade Building — M.S, 1511 

1321 Second Avenue 



Seattle, Washington 98101 
(206) 442-0460 



West Virginia 
Acting Regional Administrator 
Student Financial Assistance 
Office of Education, DHEW — Region III 
Post Office Box 13716 
3535 Market Street 
Philadelphia, Pennsylvania 19101 
(215) 596-1027 

Wisconsin 
Director 

Wisconsin Higher Education Corporation 
1 15 West Wilson Street 
State Office Building 
Madison, Wisconsin 53702 
(608) 266-0887 

Wyoming (See Colorado) 

American Samoa (See California) 

Guam (See California) 

Trust Territory (See California) 

Virgin Islands 

Acting Regional Administrator 

Student Financial Assistance 

Office of Education, DHEW, Region II 

26 Federal Plaza. Suite 406 

New York, New York 10007 

(212) 264-4045 
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Self'Evaluation Checklist }' 

The following self-evaluation checklist is an 
unofficial version of the revised program review 
checklist. It is included in this Handbook to provide a 
means for schools to evaluate their own administration 
of Federal financial aid programs, and as a means of 
informing schools of the kinds of questions that would 
be asked during an actual program review. 

I. General Program Administration 
1. 

a. What is the level and composition (profes- 
sional - clerical) of staffing in the financial -^^id 
office? 

♦b. During what hours is th'2 financial aid office 

opcirtostudcnts? 

*c. Has the institution designated an official who 
has the responsibility for coordination of the 
various Federal programs among themselves also 
Federal programs with the non-Federal 
programs? * 

d. Does the FAO (stafi) regularly attend profes- 
sional conferences and workshops? 

2. 

a. Is there a financial aid committee? 

b. If so, what is the composition of that commit- 
tee? 

3. 

*a. Are major functional responsibilities 
(Pxogranfi/Fiscal) divided so that a single in- 
' dividual does not bear sole responsibility for the 
entiire administration of the programs? 
*b. Are the functions of authorizing funr^s and 
disbursing funds divided in such a fashion that no 
one. office has responsibility for bolh functions 
with respect to any particular student aided? 

c. Is there a systematic m^Jthod by which recipient 
lists, withdrawal/graduation lists, and any adjust- 
ments are furnished to the fiscal office? 

♦4. Does, the institution have written priorities and 
procedures (including appeals) established in 
selecting students to receive aid? 
5." Are administrative files current and. do the files 
contain: ; , 

a. Eligibility Letter(s) froip Division of JEligibility 
and Agency Evaluation (DEAE)? 

b. Terms of Agreement and extensions for each 
program? Is the institution aware of the expiration 
date of each Agreement or extension? 

c. Program Allocation Letters? 

d. Program reports (Fisc-Ops Report, Default 
Report, Progress Reports, Student Validation 

^lUpreienls queitiunt \^hich nre linked lo iiatutoryor regulalory rcquirementi 



Report, Student Confirmation Reports, DFAFS 
Quarterly Report)? 

e. NDSL Interim Regs. (11/24/76) (8/24/78) 
SEOG Interim Regs. ( 1 1/24/76) (8/24/78) 
CWS Regs. (09/01/76) (CWS NPRM 9/28/77) 

(8/24/78) 

BEOG Regs. (08/10/76) (06/11/76) (04/04/75) 
(12/02/74) (n/06/74) BEOG 
NPRM (6/15/78) 

GSL Regs. +2/20/75) (1/29/76) (8/14/75) (GSL 
NPRM 5/5/78) 

Consumer Info. Regs. (12/i/77) 

LS&T Regs. (12/23/77) 

f. Notification of review action on institution's 
applications and appeals? 

g. NDSL List of designated low-inco me schoo ls 
puKisRed in the Federal Register? 

h. Current Student Financial Aid and BEOG 
handbooks? 

i. NACUBO manual? 

j. NDSL collections manual? 
k. DFAFS manual? 
1. DFAFS Quarterly Reports? 
m. HEW Audit Guide? 
6. Are the following forms/documents available for 
examination? 

a. Financial Aid Brochure 

b. ^Financial Aid Application 

c. Catalog 

d. Student Master Record Card 

e. Affidavit of non-support ' ^ 

f. Affidavit of Educational Purpo.se 

g. NDSL Note (new). Disclosure Statement, and 
Repayment Agreement 

h. Notification and Acceptance Forms 

i. CWS Time Sheet/Records 

j. Manjual of Institutional Financial Aid Policies 
k. Enrollment Agreement 
1. Written Refund Policy 

m. Current Student Budge? "'^d Supporting Data 
n. Evidence of Payment 
*7. In non-proprietary institutions, does the admis- 
sions policy allow for admitting students who 
have not completed high school or a GED, but 
who are beypnd the age of compulsory atten- 
dance? 1 
7a. In the case of proprietary schools, does the in- 
stitution admit only students possessing a high 
school diploma or GED certificate. 
8. a. What is the institution's definition of an 
enrolled student? 
b. Is there a systematic method by which the 
enrollment status of the student is verified 
before disbursement is made? 



9. What is the institution's normal academic year? 
*10. How does the institution define satisfactory 
progress? 

* 1 1 . Is there a systematic method by which the finan- 
cial aid office verifies the status of a student in 
good standing? 

1 2. How does the institution define full-time, three- 
quarter time and half-time students? 

13. a. Is there a systematic method by which the 
student financial aid office (and lender where 

: appropriate) is notified when a student with- 
draws or drops courses? ! 

b. What method does the institution use to 
determine a withdrawal date when a student 
does not formally withdraw? 

c. What is the dropout rate at the institution? 

d. Is the NDSL collections person natified 
when a student withdraws? 

V e. What procedures exist for assuring notifica- 
tion to lenders of GSL recipients* cessation of at 
ieasrhalf-tnnie"studies? ; 
*14. a. Does the institution have a written refund 
policy? 

b. Is this policy systematically applied? 
• c. How does the institution proportion the re- 
funds to the various program accounts? 
*15. Which institutional official(s) notarizes the 
following: 

a. GSL applications? 

b. Affidavits of Educational Purpose? 
. * 16. What needs analysis system is used? 



Al. Consumer Information Requirements 

*l. For schools receiving an administrative cost 
allowance, does the information prepared for 
dissemination to students include descriptions 
of: 

a. Programs authorized under Title IV? 
,b. Programs administered by the State in which 
. the institution is located and the institution's 

own programs? 

c. Procedures and forms for applying for aid, 
student eligibility requirements, recipient selec- 
tion criteria, and eliijibility criteria for the above 
programs? 

d. Rights and responsibilities of students 
receiving aid under the Federal Financial Aid 
Programs? 

*2. For schools offering vocational courses of 
study, is the appropriate information included 
on employment and salaries and is the student 
determined to be able to benefit from such 
study? 

3. Is information provided to prospective GSL 
students as to complete description of programs 
and facilities offered? 



IIL Analysis of Student Financial Aid 
Files 

*1. Does each student file take into consideration 
the amount of BEOG a student is entitled to 
receive, whether that student has applied for a 
BEOG or not, when making an award of cam- 
pus based funds? 

2. Does each student folder contain the following 
documentation for each year of award: 

*a. Financial aid application if appropriate? 

*b. Citizenship or resident status? 

*c. Information on any prior aid received at 
^ . another institution? 

*d. Valid SER (institution copy)? 

*e. GSL Application, if appropriate? 
. *f. Completed parent's/student's financiai 

statement? 

*g. Computed need analysis using the system(s) 
approved by the institution in the Terms of 
Agreement? 

*h. Clear data which show an accurate biu jjet 
for the student? 

*i. Clear data which readily permit a deter- 
mination of resources and student's need? 
*j. Written documentation when changes have 
- been made in the family resources and/or the 
student's computed need (preferably signed and 
• dated by source of information? 
*k. An award letter? 
(1) Dated? 

f (2) Listing all campus-based and other ap- 
plicable aid awarded? (BEOGv^eligibility 
considered even if student has not applied?) 

(3) Signed by the Financial Aid Officer? 

(4) Award period indicated? 

*1. A dated acceptance of award signed by the 
student? 

*m. A notarized Affidavit of Educational Pur- 
pose? 

*n. Appropriate certification or documentation 
of student's indpendence? 

3. Is there evidence that students' awards are 
packages so that: 

*a. No student's total aid awarded exceed* 
need? 

*b. NDSL awards do not exceed cumulative 
limits? 

*c. No SEOG is less than $200 or greater than 

$1,500 for an academic year? 

*d. SEOG awards do not exceed cumulative 

limits? 

*e. A student receiving an SEOG award meets 
the defirtition of "exceptional financial need 
(family contribution + 50% of need)?" 
*f. An SEOG award is apporpriately matched 
with other eligible aid? 

"^t^. SEOG awards are proportionately reduced 
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for periods less than an academic year? 

4. If an adjustment should be necessary in the 
' award package is there evidence that the institu- 
tion makes appropriate adjustments to the fi- 
nancial aid package within the term or the 
award year involved? 

5. -Summer CWS earnings: 

,*a. If student works on CWS during a summer 
period, or other period during which she/he is 
not enrolled, are costs incident to employment 
considered to be 20 percent of- the student's 
gross earnings or $300, whichever is less? 
*b. Is there written documentation in the stu- 
dent's file if costs incident to employment ex- 
ceed the lesser of $300 or 20 percent? 
*c. Do such earnings not exceed the lesser of 
$600 or 40 percent in all cases? 

6. Does the institution's Basic Grant cost of educa- 
tion reflect the allowable expenses? 

7. Was the appropriate payment schedule or dis- 
bursement schedule used by the institution 
(enrollment status and current year) for the 
period involved? 

8. Is there a valid Student Eligibility Report (SER) 
secured prior to disbursement of BEOG funds? 

9. Are the SERs properly completed, dated and 
signed by the institutional representative? 

0. - Were BEOG awards calculated correctly? 

1. Were proportional reductions of Basic Grants 
made where required for part-time students? 

2. When the student's acadehiic year crosses two 
fiscal year's, have two SERs been secured and 
proper prorations been made? 

3. Are appropriate records maintained regarding 
GSL students' academic standing and courses 
taken? 

4. For student withdrawals, is there evidence of 
proper applications of the appropriate refund 
policy? 



Programmatic Section 

Are written job descriptions available on the 
CWS positions? 

Are job categories appropriate, i.e., are re- 
ligious, political and displacenriCnt provisions 
satisfied? 

Does off campus employment meet the public in- 
terest test? 

Off campus CWS agreements: 
*a. Is there a current written agreement on file 
for each off-campus agency participating in the 
CWS program? 

*b>Are agreements properly executed with 
only private nort-profit or public institutions? 
*c. If the institution is proprietary, is it clear 
that all CWS employment is \vith off-campus 



employers which satisfy the conditions above? 
"•'d. Are agreements dated? 
*e. Do the agreements follow the model as set 
forth in Appendix B of the CWS regulations? 
5. Minimum wage regulations: - 

*a. Is the institution paying the current 
minimum wage to CWS students? 
*b. If less, and if the instiution is a pirivate in- 
stitution, does it have current approval from the 
Department of Labor, Wage and Hour Divi- 
sion, to pay subminimum wages? 
*c. If less, and if the institution is a public in- 
stitution, (1) does it have approval which was 
effective on June 24, 1976, from the Wage and 
Hour Division to pay subminimum wages even 
though that division no longer makes this deter- 
mination for public institutions, or (2) has the 
institution requested approval Jrom the Com- 
missioner to pay subminimum wages? 
%. Payroll regulations: 

*a. Is there a system to limit the earnings of in- 
dividual students to the amount awarded? 
*b. Under the system are the earnings posted on 
a current basis? 

7. Restrictions on CWS earnings: 

*a. Do all CWS students work not more than an 
average of 20 hours per week (excluding sum- 
mer 40-hour week CWS employment)? 
*b. If some CWS students are working in excess 
of an average of 20 hours per week, but not 
more than 40 hours per week, is there written 
docunrentation that the student's financial need 
remains so great it cannot be met from a job of 
20 hours per week? 

*c. If students are employed beyond the 40 
hour limitation, are the excess hours paid solely 
from other than Federal OVS ftinds? 
*d. Are such funds taken into account in deter- 
mining the resources of that student? 
*e. Are CWS wagjes reasonable and appropri- 
ate in light of local circumstances and type of 
employment? 

*f. If the institution places CWS students with 
its private profit making services (food services, 
security services, etc), does the contract between 
the institution and the service agency 
specifically provide for the employment of a 
specific number of the institution's students, 
thelir selection by the institution and the deter- 
mination of each of the students' rate of pay? 

8. • Is the hourly wage not tied to class status 

(junior, senior, etc.) and need? 

9. Time cards: 

*a. Are CWS time cards submitted at least 
monthly? . 
*b. Does the time card contain a certification 
by the student's supervisor stating that the stu- 
dent has worked the number of hours listed? 



*c. Does the time card contain a certification by 
the student's supervisor of whether the work has 
been performed in a satisfactory manner? 
d.^ Does the student sign the time card verify- 
ing the hours worked? 

* 10. Does the institution observe the $100 limitation 

on overaward and' the $200 limitation on over- 
award resulting from employment in (wo or 
more concurrent jobs with one of these jobs 
being work-study? 

V. General Fiscal Administration 

* 1. Is the institution aware that an audit of its cam- 

pus-based student financial aid programs must 
be performed hot less frequently than once every 
' two years? 

*2. Has the institution submitted the required reports 
(fiscal operations report, progress report:s, stu- 
dent confirmation reports, NDSL default reports, 
and DFAFS quarterly reports, etc.) on a timely 
and accurate basis? " 

*3, Has the institution r^etained all program records 
for the* required minimum of five years? 

*4. Are appropriate files and records protected 
against fire and theft? 
5. Are administrative files up-to-date and contain- 
' » ing: 

a. Program allocation letters? 

b. Copies of required program reports? 

c. Program and Applicable Regulations, including: 
NDSL Interim Regs. (11/24/76) (8/24/78) 
SEOG Interim Regs. (1 1/24/76) (8/24/78) 

CWS Regs. (09/01/76) (CWS NPRM 9/28/77) 
(8/24/78) 

BEOG Regs. (08/10/76) (06/11/76) (04/04/75) 
(l?/02/74) (11/06/74) (BEOG 
NFRM 6/45/78) 

GSL Regs. -1-2/20/74) (1/29/76) (8/14/75) (GSL 
NPRM 5/5/78) 

Consumer Info. Regs. (12/77) 

LS&T Regs. (12/23/77) 

d. NACUBO Manual 

VI. Audit Trail 

1. Are the amounts of the allocatioij^and 
authorization letters correctly entered as a- 
counts receivable? 

2. Do the DFAFS monthly cash .^.quests appear 
reasonable for one month's (or terms's) disbur- 
sement? 

* 3. Are there adequate accounting records in the in- 
stitution to assure the integrity of the Federal 
funds and to provide a clear audit trail? Once 
the institution receives a Treasury check for 
dollars requested, is t)iere: 
a. Evidence of deposit of the Treasury check in 
an account identified as being for I^ederal 



\ 



funds? 

b. A transfer of funds indicated to individual 
program accounts either through subsidiary 
control legers or bank accounts? 

c. Evidence of disbursement to students before 
funds are transferred to an institutional operat- 
ing account? 

*4. Does the institution have an adequate sj^tem to 
insure that BEOG, CWS, NDSL, and SEOG ex- 
penditure!: are controlled within the current 
year's allocation/authorization grant letters? 

*5. Has the institution: ' 

a. Included, in the name of' any account in 
. which Federal funds are deposited, the fact that 
. federal funds are deposited therein, or, 

b. Sent a letter to tile bank(s) lis>irifethe specific 
accounts in which Federal fund's are deposited? 

*6. SEOG Fund Disbursement: 

a. Is there evidencfe that the institution's SEOG 
payments are dis,bursed in pro-rata amounts 
corresponding to the number of semesters, tri- 
mesters, or quarteVs in the institution's 
academic year? cjr, 

b. If the institution does not use such academic 
periods, is' therq evidence that slich fiinds are 
disbursed at least twice a year with at least half 
of the payment 'made after the midpoint of the 
academic year? 

*7. NDSL Fund disbursement: 

a. Is there evidence that the institution's NDSL 
payments are disbursed in equal amounts cor- 
responding tp the number of semesters, tri- 
mesters, or quarters in the institution's 
academic year? of, 

b. If the institution does not use such academic 
periods, is tljiere evidence that such fiinds are 
disbursed at ;least twice a year with at least half 
of the payment made after the midpoint of the 
academic year? 

*8. BEOG Fund Disbursement: 

a. h there evidence that the institution's BEOG 
payments are disbursed in. equal amounts at 
least once at the beginning of each semester, tri- 
mester, or quarter in the institution's academic 
year? or, | 

b. If the institution does not use such academic 
periods, is there evidence that such funds are 
disbursed in equal amounts at least twice a year, 
with one payment made at the beginning of the 
academic year and one payment made at mid- 
point?. 

9. CWS Time Cards: 

*a. Are CWS time cards submitted at least 
monthly? 

*b. Does the time card contain a certification 
by the student's supervisor stating that the stu- 
dent has worked the number of hours listed? 
*c. Does the time card w:>ntain a certification by 
the student's supervisor of whether the work has 
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*10. 

*11. 

*12. 
*13. 



14. 



*15. 
*16. 



17. 



18. 



*19: 
*20. 

*21. 

*22. 



^23, 



been performed in a satisfactory manner? 
d. Doeis the student sign the time card verify- 
ing the hours worked? 

Are CWS payments made by the institution at 
least once a 'month? 

Is at least the Federal portion of the CWS wages 
paid by check or similar instrument which may 
be cashed by the student on his own endorse- 
ment without further restriction? 
If the institution's CWS share is paid by check, 
is it disbursed to the student at the same time the 
Federal share is disbursed? 
If the institution's share is in the form of tuition, 
fees, services, or equipment for an academic 
period during which the student is employed, is 
that share contributed prior to the close of the 
student's final pay period? 
. If the institution's share is in the form of prepaid 
tuition,, fees, services, or equipment for a 
forthcoming academic period, does the irlfstitu- 
tion give the student a statement of this share 
prior to the close of the student's last pay 
period? 

Is there sufficient documentation at the institu- 
tion to support all payroll disbumements? 
Do the institution's accounts show that CWS 
funds are used only for: 

a. Payment for the Federal share of compensa- 
tion to students? 

b. Transfer to SEOG? 

c. Payment, of allowable administrative ex- 
penses? 

Is the appropriate ratio of institutional funds on 
deposit at the time of each CWS payroll disbur- 
sement? 

Does the accounting system sh^ that SEOG 
funds are used only for: 

a. Payment t^ students? 

b. Transfer to CWS? 

c. Payment of allowable administrative ex- 
penses? ^ ' . 

.1- 

Does the accounting system differentiate be- 
tween initial' year and continuing year funds? ' 
Is the institution aware that direct transfers from 
the institution's Initial Year award to Continu- 
ing Year award (and vice versa) are not 
allowed? 

If the institution participates in tl CWS and/or 

SEOG programs, is it meeting its Maivitenance- 

bf-Level-of-Effort requirements? Cite years for 

which base was calculated. 

Does the institution understand that cash or any 

expended grant ^authority in BEOQ, SEOG and 

CWS remaining at the end of an award period 

cannot be used to increase the spendinf^ 

authority (grant letter or authorization letter 

amount) for the subsequent year? 

Are the following NDSL records maintained at 
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"26. 
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the institution? 

a. General Journal? 

b. Cash Receipts Journal? 

c. Cash Disbursements Journal? 

d. Cancellation Jouranl? 

e. General Ledger? 

f. Subsidiary Ledge of Student Accounts? 

Is the institutional matching portion (1/9 of 
Federal share) deposited into the NDSL fund 
;.on or before the time that the Federal share is 
deposited? 

Are loan payments evidenced in the institution's 
records by cancelled checks or vouchers? 
Are signed receipts obtained each time a, BEOG 
or SEOG payment is credited to a student's ac- 
count? 

Is the school's refund policy in writing and ap- 
plied correctly in conjunction with Guaranteed 
Student Loans and BEOG? 
, To whom are FISL refunds sent? 
What accounting procedures do the institution 
use to keep track of undisbursed loans or por- 
tions of loans? 



NDSL Collections 
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Do the institution's follow-up activities include 
the use of skip-tracing? 

Is there evidence that if the institution is still 
unable to. obtain payment* from the borrower, 
that it 

a. Utilizes the services of a collection agericy; 
or, 

h. Performs collection activities with its own 

personnel; or, 

c. Resorts to litigation? 

Does the institution understand that reasonable 
litigation and collection costs may be charged to 
ihe NDGL fund? 

Does the institution understand that it has the 
responsibility to make decisions relative to can- 
cellation and deferment which may not be 
delegated to any billing service, collection, 
agency, or other fiscal agent? 
If the institution uses a billing service, does it 
understand that it cannot use a collection agen- 
cy owned or controlled by that Billing service? 
Has the institution maintained all financial aid 
repayment records on National Direct/Defense 
Student Loans for at least 5 years beyond tbc 
date on which the individual borrower's loan 
has been completely repaid, cancelled or 
assigned to the Office of Education? 
Does the school have the NDSL list of desig- 
nated low-income schools published with 
FEDERAL REGISTER? The NDSL Collec- 
tions Manual? » 
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*8. Does the institution use the approprit,ate HpSL 
promissory note form? . " ^ 

*9. Is there evidence that the Institution Pro^'^^e^ 
, = the borrower not later than the time ^ prO^\$^^' 

ry note is signed, a full disclosure ^f^bi^ tights 
and obligations and Truth in Lending iftfort^a- 
tion whenever a loan is made? 

* 10. Is there evidence that each borrower ^tc^^^tS ^^^^ 

exit interview prior to leaving the ihstitU^iort? 
*11. Does the exit interview procedure: 

a. Provide the borrower with a detailed 
planation of the borrower's rights 3iid SbjiS^- 
tions? 

b. Provide the borrower with a copy Of the 
repayment schedu? ' specifying the total ^^o^"^ 
of the loan and the dates and amounts of install- 
ments as they become due? 

* 12. If a borrower leaves the institutiof^ wi^^oU^^ 

notice, are there procedures for mailing 1?^^- 
, rower a copy of the note and other ni^^^fi^^s 
that would iiave been in the exit inter^l^^^/n(J_ 
advising the borrower of the rep^Vtri^^t 
schedule? 

* 13. Does the institution maimain a written r^^Or^ of 

the exit interview including a copy of tb^ ^c^^^V- 
ment schedule signed by the borfov;er? 

*14. Does the institution ha. e procedures c^"- 
tacting each borrower no less th9,n thr^^ ti^^^^ 
during his 9-month grace period? 

*15. Is there evidence that the institution l^^s 
established and maintained regular bilU^g ^nd 
follow-up proceduVes for the period ir* wliich 
any outstanding balance remains u^^pai^'^ 

VIII. Slate Student Sncentive Grant 
Program 

The State Student Incentive Grant Prograft' ni^l^es 
matching formula grants available to states to Stijiiul- 
ate the establishment an^ expansion of State fj^olri^'^l 
assistance progranis aiwi the investment of gtate 
resources in scholarship/grants for undergT^^U^^es 
with substantial financial need. 

Participating status can use one or a coitibir^^Uo^^,of 
two student application and grant award Pro^^^U^^s. 
Approximately two-thirds of the State operati^tis ^re 

* centrally administered. These agencies: 

(1) .'receive applications for financial a5^ist^"cc 
" directly from financially needy studetits; 
. (2) inform Ihem of their awards (if found ^lis;il^le); 

and f . 

(3) upon notification of their attendance ^t in- 
stitution, make stqdent/institutional payn^^t^t^ of 
grants. 

In the remaining states, funds are sub-^llo^^^t^^ 
eligible institutions on the basis of strdent tn^^llfO^^t 
need formula. The institution receives ftznds ^Or ^^u- 
dent grant payments after submitting do^^tn^^ts 

^ 6 . 
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r'^tlecting rea '^.mended af)piicants who meet the cri- 
teria for approval by the, State agency and after such 
grants, havfe been approved by the State agency. 

Unlike the centrally administered SSIG programs 
vvherc'the actual student files are located in the State 
agency, the files in the decentralized systems are main- 
tained at tl}e institution. However, the statute places in 
the State agencies the responsibility of administering 
the SSIG Program. The program regulations require, 
therefore, that each participating State is subject to the 
audit and retention requirements of the Office of 
Education General Provisions. 

Since the states are the-designated recipients of the 
program, program reviews of the SSIG will have to be 
conduct d at the state agencies regardless of whether 
the Svute operates a centralized or decentralized^ 
systeqi. Naturally, whatever the level of involvement in 
SSIG Administration at an individual institution the 
program review would include examination of ^e 
operation of the program to the extent pc»ssible. The 
following q uesti ons wou ld be utilized a t a State a gency 
in iheir entirety and utilized at an institution to tihe ex- 
tent appropriate under the circumstances. 
*1. a. What are the eligibility criteria for students 
who receive grants? 

b. Does the State have a systematic procedure 
for verifying tlie eligibility information? 

2. a. What are the State's standards for determining 
substantial financial need? 

b. Are these standards consistently applied? 

3. Which approved needs analysis system is used by 
the State? 

4. What types of schools niay a student receiving an 
SSIG attend? - ' 

5. Does'the amount of funds expended by the State 
for the non-Federal portion of SSIG awards for 
each fiscal year represent an additional expen- 
diturj? for that year over the amounts expended by 
the State for grants to all students attending in- 
stitutions of higher education during the base year 
used in the maintenance of effort requirements? 

6. a. Are Federal funds used to pay no more than SQ 
percevit of the aggregate amount of individual stu- 
dent grams made vjhder the program? 

b. Are State matching funds made in a timely- 
manner from appropriate sources? 

7. Do student grants exceed the iimit of $1500 per 
academic year? 

8. Are distinctions between Initial Year and Con- 
tinuing Ye'ir funds properly maintained? 

9. Is the recipient maintaining satisfactory progress 
according to the standards of the institution at 
which the student is enrolled? 

10. a. Does the recipient owe a refund on a grant 
previously received at that institution under the 
BEOG, SEOG, or SSIG piogram? 

b. Is the recipient in default on a loan made, in- 
sured» or guaranteed under the NDSL or GSL 
program for attendance at that institution? 

•^^-f ■ . 



Exit IntervieH' 

The exit interview will normally include the Presi- 
dent, Financial Aid Officer, Fiscal Officer and' any 
other involved institutional personnel. Since this meet- 
ing will serve as a "summary" of findings, it should be 
well organized and be comprehensive. enough so that 
no surprises will appear in the formal written report. 

Weaknesses in program ma lagement nhould be 
identified and possible ways of improvement should 
be offered. 

Strengths in program management should also be 
recognized and the Program Officer should be as sup- 
portive ol'the financial aid program as possible. Also 
an expression of appreciation for helpfulness of the in- 
stitution, and the level of cooperativeness of the institu- 
tion should be acknowledged. In short, the presence of 
a ''positive'' attitude from the Program Officer is vital 
to the effectiveness and impact of the progiam review. 

In situations where the program officer has dis- 
-covered serious program violations, CRrtr^iniy- the. 
seriousness of the problems should be conveyed to in- 
stitution ofKcials. The subsequent prt -^ram review report 
will be the official transmittal of all finds and recommen- 
dations. 

Specific statements and questions which are 
answered during the meeting should be carefully 
noted, so that the written confirmation will follow the 
oral responses. 



Program Review Report 

The purpose of the program review.report is to com- 
municSteHhe relevant findings of a review relating to 
any problems the institution may be having with the 
administration of student financial aid programs. It is 
expected that (he presentation of the institution's ad- 
ministrative strengths and most good management sug- 
gestions will be cove.-ed in the- exit interview. This 
strategy is not designed to de-emphasize technical 
assistance and positive feedback to the institutions, but 
is dictaxed by the necessity to utilize with maximum 
efficiency the limited tjime of the Program Officers. 

The work sheets and the completed field document 
should provide the reviewer with the necessary docu- 
mentation to prepare, a report within no more than 30 
days after the review in the vast majprity of cases. A 
review finding no program administration exceptions, 
or exceptions only in classes I and II, would ref uli in a 
letter confirming the findings and instrudions given lo 
the institution's officials during the exit interview. No 
regulatory citations would be necessary. The institu- 
tion should be requested to respond within 30 days of 



receipt of such a letter with assurances that any re- 
quired corrective steps have been completed, or 
specifying when such steps will be completed. 

A review which urtrovers findings in classes. Ill .r VI 
would rf^quire a mo:c detailed ai'd rigorous report. 
This report should be narrative in form and under each 
finding there should oe a summary of each finding, a 
specific example(s), with citations for the applicable 
program regulations. The recommendations for action 
should be clearly related to the appropriate finding so 
that the institution will understand both the require- 
ments and underlying reas(^ns for such requirements.. 
This report should be completed within 30 days of the 
review and the institution's response should again be 
submitted 30 days after receipt of the report. 

A, special copy of the report or letter should be pre- 
pared with the appropriate afidit codes placed in the 
margirr beside each finding. If the report is prepared by 
a Regional Office, the annotated report should be sub- 
mitted to the Program Review Branch, Division of 
Certification ahd-Review, in Washington,'DyGrA-copy 
of Central Office review reports, are transmitted to^the 
appropriate Regional Office. This information wifl be 
necessary for the combined audit - program 
review/program abuse information system being im- 
plemented in DHEW. 



Follow-up On In^titufional Respon^ie 

The transmittal of the report oh the program review > 
normally requests a response within 30.days of receipt. 
In the event that a response is not received within the 
specified time period, with all due considerations 
given, the institution should be contacted and the 
reason for non-submission of a response ascertained. 
In a small number of cases the reason for lateness may 
be unwarrante'd. Regional Officer staff should con- 
sider whether a request 'to the Director, Division of 
Certification and Program Review for an Emergency 
Action under the LS&T authority is appropriate in 
these circumstances. 

Once the institutional response is received, it should 
be reviewed carefully to ensure. that all recommenda- 
tions are adequately treated. 

Institutions wilih no Major Exceptipn Cited 

If the institutional response is considered adequate 
and reasonably in compliance with the recommenda- 
tions-in the report, then the case may be closed. The in- 
stitution should receive a brief letter confirming that 
all requirements have been met. 

If additional information or clarification is needed, 
the reviewing officer' should then follow through with 



the institution until a satisfactory response is negoti- 
ated and the case can be closed. All correspondence 
and conversation with institutional officials regarding 
the review should be included in the institution's 
review Trie and copies sent to the Program Review 
Branch (Washington). 

lnstit}itio):s with Major Exceptions Cited 

The basic procedure of reviewing the response for 
adequacy and reasonableness, documenting all con- 
versations and keeping copies of ail correspondence in 
the institutional file should be followed for insiitutions 
with major exceptions cited. However, since the 
resolution of these reviews will undoubtedly be more 
complex and since some will result in institutional fi- 
nancial liabilities, a greater amoun^ of diligence and 
effort on the part of the Program Officer will be re- 
quired in these situations. 

A great many of these reviews may include the re- 
quirement for an independent audit to be conducted by 
the institution. It will be the responsibility of the 
Program Officer in these cases determine an ap- 
propriate completion date of^the audit, and to be sure 
that the specific program procedures are being applied 
properly during the conduct of the audit. Also, coor- 
dination and consultation with \i)6 HEWAA may be 
necessary, since the audit must be accepted by the 
HEWAA before the BSFA can be officially cognizant 
of the contents of that rudit report. 

The Compliance Uwision and the Office of In- 
vestigations may alsn be involved in a number of the 
institutional follow-ups and close coordination needs 
to be maintained with those offices to fasure transmit- 
tal of the proper information. 

In general, the institutional responses in these catego- 
ries should be scrutinized and wherever there 
is any question or justifiable reason to doubt a 
response, there should be no hesitation on the part of 
the reviewing officer to request supporting documenta- 
tion from the school. 

NecdleciS to say, the re^iolution of reviews involving 
major exceptions will often require considerable 
modifications of standard procedures. Considerable 
tact, judgment, and re^-/ : efulness will be a definite 
requirement in dealing with these situations. 



Taxonomy of Program Abuse 

The clas.Tes of errors listed in this section are not in- 
tended to be mutually exclissive, Conceivably, it would 
be possible for one institution to have errors in each of 
the classifications. Obviously, a class V situation is 
more serious than class II occurrence. The precise 
point at which ah ^ioiglc class goes to the next level is 
primaijily a judgment call exercised by the responsible 
Program Officer. 



I. Exceptions to Good Field Practices: 

The institution has not implemented certain good 
management practices having wide acceptance in the 
student financial aid community or which have been( 
adopted by professional associations ar> conducive to 
responsible administration. 

Examples: 

(1) No financial aid committee 

(2) Lack of an annual calendar of financial aid ac- 
tivities ' 

(3) Finaiicial Aid Office not open throughout the 
day 

(4) No formal procedures for student grievances 
BSFA Actions: 

The reviewer should disseminate information, pro- 
vide recorrimendations and explain how implementa- 
tion oi th' se practices can assist the institution in ac- 
complishing its goals and provide for more effective 
administration. The review report would be a letter 
confirming the findings and recommendations. 

II. Violations of Compliance 
Requirements: 

The institution has failed to take actions that are 
clearly required by statute or regulations, yet it has the 
basic data necessary to assure that the students aided 
were needy, met other eligibility requirements^ and 
that the funds were expended only for allowable pur- 
poses. 

Examples: 

(1) Absence of award letters or student acceptance 
documents 

(2) All functions of determining eligibility and dis- 
bursing funds are in a single office 

(3) Lack of NDSL exit interview procedures 

BSFA Actions: 

The reviewing office should communicate in the 
exit interview and by letter the compliance require- 
ments rnat have been m'et and receive written 
assurance of their implementation as a condition of 
continued participation in the programs. 

IIL Liability Limited and Determined: 

The institution has failed to obtain supporting data, 
take actions, or made incorrect judgments in the basic 



areas of student eligibility requirements appropriate 
expenditures, or matching requirements, and the 
failure is (a) limited in scope, (b) precisely determined 
through a site visit (program review) or oiher definitive 
means, and (c) judged to be extraordinary to otherwise 
generally acceptable proceudres. 

Examples: 

(1) Two cpses of SEOG awards not meeting the 
definition of "exceptional financial need'* in a 
review sample of SEOG awards for a year 

(2) Absence of needs analysis in 10 percent of 
. reviewed folders 

(3) The institution has failed to deposit its institu- 
tional share when the last t^'o deposits of 
Federal Capital Contribution were made to the 
NDSL ftinds 

(4) In a review of a large number of SEOG awards, 
two cases were found where the ^'matching re- 
quirements" were short by, for example, $300 in 
each case due to improper funds being con- 
sidered as matching 

. (5) One overaward in the sample of reviewed 
folders 

(6) Ten percent of the sample indicates missing or 
improperly executed Affidavits of Educational 
Purpose 

(7) Twenty percent or fewer files with missing 
receipts 

BSFA Actions: 

The program review report should communicate the 
extent of the liability to the institufion. The recom- 
mendations of the reviewing office in situations where 
the liability is $50,000 or more are subject to the 
review and approval of the Chief, Program Review 
Branch (Washington). The draft report should be sub- 
mitted to the Chief of the Program Review Branch for 
an expedited response to the issuing Region. Written 
evidence that the institution has made restitution and 
implemented policies or procedures to precl^^de 
further liability of the type identified should be 
received within ?0 days of the institution's receipt of 
the report. 

/ 

IV. Liability Underterniined^but 
Reconcilable: ^ 

The institution has failed to obtain dat^ake action, 
or has made incorrect judgments in the basic areas of 
student eligibility requirements, appropriate expen- 
ditures, or matching requirements. The failure is of 
such icopc that it cannot be determined with reasona^ 
Wc certainty during a jnrogram review but it is judged 
to be reasonably determinable by additional actions 



taken by the institution (including requirements for 
special independent audit reports at the institution's 
expense). 

Examples: 

(1) Fifty percent of all SEOG awards reviewed did 
not meet the definition of '^exceptional financial 
need" 

(2) Absence of needs analysis in a significant num- 
ber of the reviewed folders 

C3) Overawards in a large number of reviewed 
folders 

(4) Failure to provide any institutional capital 
deposits to the NDSL fund 

(5) More than ten percent of sample indicates miss- 
ing or improperly executed affidavits 

(6) More than twenty percent of sample indicates 
missing receipts 

BSFA Actions: 

Subject to the approval of the Chief, Program 
Review Branch (Washington), the Reviewing office 
may negotiate with the institution to arrive at a 
mutually acceptable plan for the institution to deter- 
mine the precise extent of liability and make restitu- 
tion. Such a plan might include the institution itself 
reviewing all cases of a certain type to determine 
liability, or, in a more complex situation, an institu- 
tional commitment for a certified audit within a precise 
time span. The plan must be in writing, contain action 
steps, have a precise time for imptementation and 
represe it a firm institutional commitment to restore 
determined liabilities. 



V. Liability Undertermined and 
Unreconcilable: 

The institution has broad failures to obtain data, 
take action or has made incorrect judgment in the 
basic areas of student eligibility requirements, ap- 
propriate expenditures, and matching requirements to 
the extent that they are not likely to be determined 
without extensive reconstruction and audit work. 

Examples: 

(1) Absence of any substantial student eligibility 
documentation in a large percentage of cases 

(2) No fiscal ledgers 

(3) No traceable expenditure records 

(4) Little or no evidence of student receipt of funds 

BSFA Actions; 

The reviev/ing office should refer these cases to the 
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Director, Division of Certification an^Program 
Review for further action. Precise docum^tation, 
bill of particulars," should accompany the referral and 
the reviewing office may recommend the action it con- 
siders appropriate. 



(9) Complaint letters 

(10) Program review reports and any other reports 
relevant to the review. 

(11) Copy of correspondence between OE and the 



institution. 




VI. Potential Fraud: 

The' institution is suspected of dererring Federal 
funds for its own purposes or suspicion exists of intent 
to deliberately circumvent basic Federal requirements. 

BSFA Actions: 

The reviewing office should refer these cases to the 
Director, Division of Certification and Program 
Review for further action. In general, the reviewing 
office should submit copies of documents indicating 
possible fraud whenever possible. The following are 
examples of circumstances which indicate, or may in- 
dicate, fraudulent activity. 

(1) Falsification of information .and records 

(2) Signatures which appear to be forged 

(3) Commingling of Federal funds 

(4) Records inadequate for review (no audit trail) 

(5) No power of attorney (GSL) 

(6) Awards to ineligible students or students in in- 
eligible progran.s 

(7) Information secured from students, employers, 
or reports by other Federal and State agencies 

Examples of documents which may assist the furtfier 
investigations include: 

(1) Copies of cancel ted checks, or ledger entries of 
any unauthorized transfer of Federal funds to 
institutional accounts. 

(2) Names of student and social security numbers 
in cases where there appears to be a pattern of 
refund liability, or other identifying informa- 
'tion in cas :s where disbursements to non- 

- enrolled or fictitious persons are involved. 

(3) Brief and precise description of any weak- 
nesses in fiscal controls where there is suspi- 
cion, but not concrete evidence, that federal 
funds mav have been diverted for institutional 
or'persoral puinoses. 

(4) A copy of the institution's current and any pre- 
vious catalogs. 

(5) A copy of the institution's financial aid policy 
and procedur.^. ^' 

(6) Name of key official(s) at the institution in- 
volved in student financial assistance 
programs. 

(7) List of as many students receiving financial 
assistance through BSFA programs as possi- 
ble. 

(8) Copy of institution's refund policy if not in- 
cluded in institution's catalog. 



Program Review Codes 



General Program Fraud and Abuse 

1301 Custody of Federal Funds* 

02 Previous reported corrective action not 
adopted 

03 Violation of conditions of participation by in- 
stitution 

03A Violation of compliance requirements* 

04 Violations of conditions of participation by stu- 
dents 

04A Violation of compliance requirements* 



General Program Regulatory Violations 

1308 Administrative expense claim exceeds limit 

09 Maintenance of minimum level of effort not 
met 

10 Students charged nonuniform tuition and fee ^^^| 

1 1 Other regulatory vidlations or deficiencies 
1 lA Violation of program regulations* 

General Program Accounting Deficiencies 

1315 Records inadequate for audit 

1315A Maintenance of records* 

1 6 Letter of Credit report not reconcilable to other 
records 

17 Cash balances in excess of need 

18 Audit disagrees with financial report — ^ 

19 Subsidiary accounts inadequate ' 

20 Student ledgers ^^inadequately or improperly 
posted 

21 Interprogram transfer improper or excessive 

22 Other accounting deficiencies 

22A Inaccurate and inconnplete i.iformation* 



General Program Administrative 
Deflciencies 

1323 Written operating procedures not available 

24 Written refund policy lacking or not followed 

25 Institution not diligent in obtaining refunds 

26 Other administrative deficiencies 
26A Need to segregate personnel duties* 
26B Need additional staff* 
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General Program Student Records 
Deficiencies 

1 330 Student need documentation inadequate 

31 Affidavit of educational purpose not on file 

32 Other student records incomplete or missing 

General Program Award Processing 
Deficiencies 

1 336 Awards to ineligible students 

37 Awards to students in ineligible programs 

38 Awards miscalculated 

39 Awards made for less than program minimum 

40 Awards exceed program maximum 

41 Other awarding deficiencic. 



SEOG Specific Deficiencies 

1401 Awards net sufficiently matched 

02 Signed ackiiowledgement of award not on file 

03 Direct transfer of funds between ly - Cy or Cy - 

ly 

04 Other SEOG deficiencies * 



GWS Specific Deficiencies 

1406 Federal share of compensation exceeds 80% 

07 Institutional 20 percent. untimely or not pro- 
vided 

08 Federal share of earnings not paid by check 

09 Students work over 40 hours p:r week 

10 Students employed by ineligible agency 

1 1 Records not available to support wages paid 

12 Other CWS deficiencies ♦ 



NDSL Specific Deficiencies 

1415 Delinquency rate excessive 

16 Collection procedures inadequate 

17 Interest computations erroneous 

18 Cancellation inadequately documented 

19 Institution Capital contribution untimely or not 
provided 

20 Promissory notes incomplete or absent 

21 Promissory notes not ^perly safeguarded 

22 Sum of loans exceed allowable maximum 

23 Loans exceeds maximum limits during first two 
years 

24 Loans made to nursing students 

25 Other NDSL deficiencies ♦ 



BEOG Specific Deficiencies 

147,8 Awards not paid in at least two equal payments 

29 Award credited to student without signed 
receipts 

30 SER data not verified with other student data 

31 Other BEOG deficiencies * 



GSLP Specific Deficiencies 

1435 Loans dbbursed prior to commitment 

36 Loans disbursed to "no shows" after 90 days 

37 Loans made or disbursed without due 
diligence 

38 Interest charged to government excessive 

39 Sale or transfer of ineligible/uninsurable loans 
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CAMPUS-BASED WORKSHEET. 



A/Y Reviewed 



Student Name 

Program Enrolled In 



■SN: 



H.S. Diploma . 



Citizen or Perm. Res. . 



:;r -Jlr <- -ir T^r -Jir -ir Ti- ^ Ti- Ti- Ti- -if Tir :*/ T^ir 



'GENERAL INFORMATION IN FOLDER ' 

Institutional F/A application? 

F/A transcript in folder? . 

Stud, affid. signed? Notarized? 

Indep. stud, certified or waiver? 



AWARD LETTER 
Award letter dated? 



Award letter signed by FAO? 
All financial aid listed? 



Signed acceptance by stud.? 



Changes in need anal, or award documented? 

-^^ ^ <r <r ^' <r <r ir <r ^ <r <r <r <r <r <T <z 

SEOG 

Family contrib. less than 50% of 
cost of education? 

Award at least 5;200 and not over 
$1500 a year: . 

SEOG within 50% of need? 



PROGRAMS 

NDSL 

Cumulative maximum observed? 



Promissory Note? 

/ 

Truth in Lend. Statemt. 



Signed?. 



Signed? 



CWS 



Award within aggregate limits of 
$4000; and 4 yr. lim. observ.ed? . 

SEOG matched with eligible aid? 



'Time cardc kept?. 



Signed by supervisor?. 
Payroll voucher? 



F/A NEED AND AWARD ^ 



DISBURSEMENTS 



RECOVERIES 



Total Fin. need? $ 

BEOG $ CWS 

SEOG $-^^^ OTMER $^_ 

NDSL $ 

TOTAL AWARD $ 



Does award exceed need 
by more than $100? 
($200— CWS) 



St 



Method: Ck. to Stud, : Cred. to acct. 

1 2 3 4^ 

(Amojnt & Date)' 



BEOG $ 

Signed Rec. 

SEOG $ 

Signed Rec. 

NDSL$ 

CWS $ -J- 
OTHER $ 



<t DateW/D. 

^ 

<t 

<t 

N/A 



BEOG WORKSHEET 



Student Name . 



Program Enrolled in. 



Enrollment Date for Current Academic Year_ 
High School Diploma 



A/Y Reviewed 

Soc. Sec. No 

Length 



Year in BEOG Program 
Citizen or Permanent Resident 



SEP 

Cost of Education on SER . 
Breakdown: 

Tuition & Fees - 

Room &. Board 



Miscellaneous 



Data reported by^tudent appears to be reasonable? . 

Attendance confirmed before disbursement? 

Student Affidavit signed? 



Eligibility Index 



Scheduled Award 



Expected Disbursement. 



Award calculated correctly?, 
Fulltime 3^ Tim?. 



Notarized? 



1/2 Time. 



DISBURSEMENT 

Disbursement Method: By check to student 

Payment Date Amount Signed Receipt 

1 : 

2 « _______ 

3 

4 ■ ' . 

5 1 

Total 



By credit to^ccount. 



REFUNDS 

Date of withdrawal 



Tuition refund to student $_ 
BEOG recovery $ 



Calculated correctly? , 
Recovery entered in: 



3asic Grant Cash Account. 
Progress Report . 



Comments: 



Imttals of reviewer . 
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Appendix I 



State Student Incentive 
Grant Program 



FY 1978 STATE: 

PAYMENT *:YSTEM: 

BASIC ALLOT. 
MENT: $ 

MAINTENANCE 

OF EFFORT: 

Base Year; FY 

Base Level of 
Effort (Subject 
to Audit): $ 

(Sec paragraph 4, 

below) 



Speoial Terms and Conditions 
Governing Administration Of The 
State Student Incentive Grant - 
Program By State Grantee Agency 

The Federal ftinds granted to the State scholar- 
ship/grant agency (hereafter referred to as *the agen- 
cy") designated on the attached Notification of Grant 
Award (OE Form 6030) shall be administered in ac- 
cordance \yith the following specific terms and condi- 
tions, which are incorporated in that grant by 
reference: 

3 . The agency shall administer a program of matching 
Federal and State scholarship/grant ftinds designed to 
expand existing State programs or establish new' State 
programs, referred to hereafter as the "State Student 
Incentive Grant (SSIG) Progrsun "under which initial 
and continuation grants of up to $1500 ($750 Federal 
share) per academic year for attendance ^X postsecon- 
dary educational institutions are provided to eligible 
undergraduate students who demonstrate substantial 
financial need. 

2. The agency shall be considered to be the "single 
State agency" required to administer the SSIG 
Program under Section 415C(b)n) of . the Higher 
Education Act of 1965, as amended; and it shall be the 
only agency designated within the State to administer 
the SSIG funds awarded to the. State, provided th^% the 
agency may utilize the services of one or more sub- 
agenices, including postsceondary educational institu- 
tions, acting on its behalf and at its discretion in carry- 
ing o\!it individual functions or activities under its 

■ ■ t ■ 



SSIG Program. Whether or not it utilizes the services 
of sub-agents, however, the agency shall remain pri- 
marily responsible for the proper administration of all 
aspects of its SSIG Program, including final approval 
of individual student awards. 

3. The agency shall annually establish criteria, pur- 
suant to the requirements of Section 4I5C(b)(3) of the 
Higher Education Act of 1965, as amended, defining 
"substantial financial need" of students for assistance 
under the SSIG Program; such criteria shall be subject 
to annual approval by the U.S. Commissioner of 
Education under the provisions of Regulations con- 
tained in 45 CFR 192.7 and 192,8. 

e. Because the Fiscal Year 1978 SSIG Program ap- 
propriations were Combined for both initial and con- 
tinuation awards. Slates have been permitted to ex- 
ercise discretion, wlietrmaking application for FY 
78 SSIG Program fiinds, in suballocating the funds 
allotted to each State for Fiscal Year 1S78 as be- 
tween those two categories of student aw: ff'iS, Final 
regulations governing such subailocati^'^^' were 
published in the Federal Rfjgistef on September 14, 
1977 (45 CFR 192.3(f). The agency specifies on 
Line 12 of its FY 1977 applic- ' ion the amount of its 
allotment which is estimates ..ould be suballocated 
for making initial awards, and on Line 19a of its ap- 
plication, the amount of its allotment which it esti- 
mates would be suballocated for making continua- 
tion awards. The cited special procedures provide 
for review by the Commissioner, on or before Sep- 
tember 30, 1978, of these estimated suballocations. 
Not later than September, 1978, therefore, the agen- 
cy shall report to the Commis^oner, any revisions 
which are to be made to the estimated suballoca- 
tions specified iii its application; provided, that no 
revisions will -be authorized by the Commissioner 
which will cause the agency to exceed the total 
award indicated in the attached notification, or any 
modification of the grant, or which will cause the 
total authorized nationally for initial awards in FY 
78 to exceed the $50 M authorized ceiling fbr those 
awards. If the Commissioner shall determine, as a 
result of this review, that the agency's FT 78 allot- 
ment will not be ftiUy utilized, it may reduce that 
allotment accordingly and reallot these unused 
fiinds to othek States with remaining unn.et need for 
SSIG Program funds. , 

f. The agency shall not make ftirther revisions, sub- 
sequent to y/10/78, in the amounts of its FY 78 SSIG 
Program allotment to be suballocated for making in- 
itial and/or continuation awards; provided, 
however, that if the agency shall diiem it necessar} at 
the close of the grant period to make further 
minor adjustments between these suballocjaticns, in 
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order to avoid underutilization of funds granted to it 
for FY 78 and to maximize the number of students 
receiving grants, it may, at its option, provide for a 
fmai revision in its previous suballocations, amount- 
ing tb not more than five (5) percent of the total FY 
78 SSIG Program funds granted to it, provided such 
adjustment will not result in exceeding the $50 M 
ceiling on initial awards referred to in paragraph e, 
above, in which case the Office of Education 
reserves the right to disapprove such revisions, in 
whole or in part.. 

7. While no SSIG student awards shall be made to stu- 
dents enrolled in correspondence schools, the SSIG 
institutional eligibility policy includes 2-year and 4- 
year public and private colleges and universities, com- 
munity and junior colleges, vocational schools, techni- 
cal institutes, accredited proprietary schools, hospital 
schools of nursing, and others. Pursuant to the provi- 
sions of Sec. 4l5C(b)(4) of the HEA, as amended and 
45 CFR 192.4(0, for academic years beginning Octo- 
ber 1, 1978, or thereafter, all nonprofit institutions of 
higher education listed in the most recent edition of the 
publication "Postsecondary Institutions Eligible for 
the Basic Educational Opportunity Grant I*rogram.'' 

8. Some States also make awards which students may 
use at institutions located in other States. If the State 
wishes to determine whether a specific public or pri- 
vate nonprofit institution has been recognized as eligi- 
ble for student aid by the Office of Education, the State 
should contact the Division of Eligibility and Agency 
Evaluation in the Bureau of Higher and Continuing 
Education, U.S. Office of Education, Washington, 
D.C. 20202. 

9. The agency shall maintain adequate program and 
fiscal records and shall submit any reports which are 
required by ac Commissioner in order to carry out his 
functions under the SSIG Program. The agency's 
records shall, in particular, demonstrate the mainte- 
nance of a clear audit trail reflecting the maintenance 
of separate fund accounts to document the receipt and 
disbursement of equal Federal and State matching 
contributions to the SSIG Program. These records 
shall demonstrate equality of Federal and State match - 
ing contributions, both in total and also on a grant-by- 
grejit basis, so that each student grant awarded under 
the SSIG Program shall be made up of exactly equal 
portions of Federal c.rid State matching funds (in addi- 
.-.ion to any supplemental awards which the agency may 
choose to make to any student from J 00% State 
funded sources). 

10. The agency shall furnish access to representatives 
of.the Secretary and the Commissioner, and to repre- 
sentatives of Comptroller General of the Dnited States, 
for purposes of audit and examination, to any books, 
documenv:,, papers and records of the agency that are 
pertinent to this grant, at all reasonable times during 
the required period cf retention of such records. Sub- 
mission by mail of specimen documents of the types 
enumerated in this paragraph may be -"sqaested by the 



SSIG Program. 

NOTE: The Notification of Grant Award document 
contains specific identification numbers which must be 
used for fiscal transactions (and related inquiries) with 
the Federal Government. The Entity Number or EIN 
(Employer Identification Number, developed by the 
Internal Revenue Service) uniquely identifies the reci- 
pient State agency. The Document Number identifies 
the specific Federal grant under this program. Besides 
Grant authority for the disbursement); the CAN (Com- 
mon Accounting Number), which ' Jicates the specific 
Federal account against which the disbursement is 
drawn; and the Object Class Number, which indicates 
the specific purpose or use of the Federal ftinds (for 
example, the 41. prefix indicates a grant). 

Reports 

The Grantee shall submit to the OE Finance Divi- 
sion the reports listed below in conformity with the 
quantity and due dates shown. 

A. PERFORMANCE REPORTS (OE Form 1288-1, attached to 
^ Financial Status Report - HEW 601 T - see below) 

Type of Report Quantity Due Date 

Final Report 3 30 days after the 

close of the Fiscal 
Year. 

B. FINANCIA L STA TUSREPOR T (HEW FORM 601 T) (mailed 
to Office of Education, Finance Division, I iscal Services 
Branch, Room 3089, 400 Maryland Avenue, S.W., 
Washington, D.C. 20202) 

Type of Report Quant ity Due Date 

Final , 3 30 days after the 

close of the Fiscal 
Year.' 

C. QUARTERLY REPORTS (Letter of Credit Payment System 
only; mailed to same address as HEW 601 T above) 

lype ofRepori Quantity Due Date » 

602T 3 Within \5 working 

days following each 
Quarter 

603T 3 . Within 15 working 

days following end 
of each Quarter 

Conditions For Payments 

The Notification of Grant Award document indi- 
cates ti*' specific payment system to be used, pro- 
cedure »..r requesting tunds, and contact point for in- 
fjuiries regarding payments under the award. The 
officially designated State scholarship agency respon- 
sible for SSIGP may be under any of the following 
payment r*/<iterns: 

OE Lcvvci of Credli may be used if the grantee is 
pare of the State Department of Education and if the 
State is not affiliated with the DHEW disbursement 
system known as DFAFS (see below). 



DFAFS (DeparUTiental Federal Assistance Fi- 
nancing System, formerly NIH System) is used 
dirougii special arrangements between the State fis- 
cal office and DHEW. 



Direct Payment, via U.A. Treasury check, may 
used by certain designated State agencies. Federal 
funds are requested by submitting form HEW 604- 
T, '^Request for Advance, or Reimbursement." 



NO! E f inantf f>a\iUf\t ■ 



sh-,.\ n ftn }ht' (,. ant A^<iitt (/<• 
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• I 

(NarriS of state Agedcy) SAMPLE 

19 • 19... SSIG Student Institutional Roster 

Report Date: _ institution 



Social R p I ^'^"^ 

Securi«v F n n S w.. , rr.. ^'^'^ '''"^"'^'^l ""'"^^ial Cost 

..2 I ..... ? f £ ■ :i i ztf „i„ 



1. _ 

2. „ 

3. _ 

4. _ 
■5. _ 

6. _ 

7. _ 
8.._ 

9. _ 

10. _. 
11. 

12. _ 

13. „ 

14. _ 

15. _ 
IC, _ 
17. _ 
13. _ 

19. _ 

20. „ 
21. 

22. _ 

23. _ 

24. „ 

25. _ 

26. _ 

27. _ 

28. _ 

29. _ 

30. _ 



I have examined this report and to the best of my knowledge and belief 
the information provided herein is true and correct. 



Approved: 



Ijjfj F-Full-time student 

Z P-Pait-time student 
O 

ERIC 



State Scholarship Officer 



D= Dependent student 
I "Independent student 



I =» Initial award 
C«Continuation award 



Financial Aid Officer,^ 

R=On»campus resident student 
0=Offiampus" resident student - 




OFFICE OF EDUCATION 
OFFICE OF GUARANTEED STUDENT LOANS 
WASHINGTON. D.C. 20202 



FEDERAL 
INSURED 




• 



APPLICATION 



TITLE IV-B 

HIGHER EDUCATION ACT OF 1965, AS AMENDED 
(20 U.S.C. 1071 ET SEQ) 



ERIC 



^90 



K-l 



K(n'AI.rHt;i)IT()IMH)FrrUN!TV ACT NOTICE 



Jm- Pfderal Ki^un ( miu Opixciunity Art prohilviis credi lor:^ trom discriminating against credit applRan'^ <»n ih- 
iKi^i^ ot race, ccvlor. n.-h-ion. national or ;:in. sex. marital status, age (provided the applicant has the capa-t t.- 
rontracl in accordance with applicable State law): he . ause ail or part of the applicant s income derives from an\ uul. 

ic a.M.ranre prrwim; nr r)ecau:>e the applicant has in good fait h exercised aiiv n^ht under t he Consumer Cn^dii FVo- 
tection ..^ct. The federal agency that adniinisters comi)lian( e with this law concerrnn- th»s creditor is designated below 



Federal Reserve System 

2(ith Street and Constitution Avenue. N.VV. 

Washington. D.C. 20551 

H < Ht'icL' of rh- Comptroller of the C-irrencv 
490 I.'Knfanl Maza p:ast. S.VV. 
Washington. D C 20219 

C_ Federal Deposit Insurance Corporation 
550 17th Street. N.W. 
Washington. D.C. :i0429 



D Federal Home Linu Hank Hoard 
lOI Ind'ana Avenue. X.W. 
Washingtfjn l)X\ 2055^ 

National Credit I nion Admini^iratiDn 
2025 M Street. N.W. 
Washington. D.C. 2(Mr)f> 

F^ Federal Trade Commission 

6th Strert and Pennsylvania Avenue. .\.W, 
Washin^ton, DC. 205^) 



PRIVACY ACTNQTICK 

The Pnvacy Act of 1974 (5 U.S.C. 552a, require, that an agency provide the following notice to each indivuluaUhom 
.V asks to supply information: 



1. 



The authonty for collecting the requested information is sections 429(a) (1 j and 428(a) of the Higher Kducation 
Act of 19ti. a. amended (20 U.S.C. 1079(a) (1) and .1078(a)). Applicants are . Uised thai participation in the 
Guaranteed Student Loan Program (GSLP) is voluntary, but the requested in..rmation. except as noted n 
paragraph 4. is necessary for participation in the GSLP. 

The principai purposes of this information are as follows: tj. verify the identitv of the applicant: to determine 
program ehgihihty and benefits; to permit servicing of the loan: and in the event i; is i.ecessarv to locate missing 
borrowers and ilect on delinquent or detaulteri loans. 

The routine us^.-, include the following: the information may be furnished during the li'e of the i ,uti i„ hc.lders ol 
this and other loans made to the Ixh rower under the CSLP; to educational iiist.ii utions m which : he horrov r -s 
enrolled or is accepted for ■ enrollmenr; to guarantee agencies: to .oniracto.s which assist the U S ( f, Ice of 
Education ,n the administration of theCSI.F: to Federal or State agendes or private r)artic. who mav be able to 
provide mformation nece.s.sary for thti collection of the loan, or to assist in the servicing or co!lcctir,n of the loan. 

OK FORM 1154 : Applicants must provide all of the information requested in order to have lluir applications 
processed, except items related to Adjusted Family Income are required onlv if apt)licvMts are seel<inu Federal in- 
teres t beneMts. — ^ ^ 



Section 7(b) of the Pnvacy Act of 1974 (5 U.S.C. 552a note). requires that when anv Federal. State, or local government 
agency requests an individual to disclose his social .security accounti^iimber (.S8N). that the individual must also be 
advised whether that disclosure is mandatory or voluntary, by what .statutorv or other authoritv the SSN is solicited' 
and what uses will be made of it. ^ 

Section 7(a) (2) of the Privacy Act provides that an agency may continue to require disclosure of an individual's SSN as 
a condition for the granting of ^ right, benefit, or pri-ilege providc'dby law where the agencv required thi< disclosure 
under statute or regulation pnor to January 1975. in order *o verify the identity of an individual. 

Disclosure o^ e applicant's SSN is required as a condition for particmation in the GSLP. as the U.S Office of P:ducaMon 
^ has, forseveral years, consi.vtentlv required the di.sclosure of the SSN on application forms and other n6ce,ssarv GSLP 
documents adopted pursuant to published regulations (45 CFR 177, particularlv 45 CFR i77 2(d) ' and 45 CFR 
177.47(b)). 

The SSN'will be used to verify theidf-t;, , r^he applicant, and as an account number (identifier) throughout :helifeof 
the loan ,n order to record necessary curately. As an identifier, the SSN is used in such program activities as- 

determimngpro^m eligibility; certii, . school attendance and student status; determining eligibilitv for deferment of 
repayment; determining eligibility for disability or death claims: and for tracing and collecting in cases of delinquent 
or defaulted loans. « ■ m 

In addition, the SSN of parents and spouses of applicants seeking Federal interest benefits are also rt-ouired before anv 
deternnnationofehgibility for Federal interest benefitsis made. The SSN maybe u.sed to obtain venfication otvi- 
; adjusted family income from the Internal Revenue Service, and to locate the.se individuals, if nece-s-sr-y. 

ERIC ^^-^ 



<iKNKRAL INSTRrcTIONS 



KK.aI) THK TKOVISIONS of THK ATTArHKI) PkOMISSOHY NOTK (OK IlH-n HKFOHK TAKING THP] 
APPLKWnON TOTHK LKNDKK. )r YOf HAVi: ANY QrKSTIONS. CLARIFY THKM WITH THE LKNORR 
HKFORK THKSK FORMS ARK SIGNKD OR THK LOAN IS MADE. 



L *HK STl'DENT COMPLKTES SECTION I AND THK HACKCiROlLND INFORMATION ON T^^E RE- 
VERSE SIDE OF THE LENDER COPY AND SCHMITS ONLY THE ATT^LlCATION (AND THE ATTACH- 
EI) PROMISSORY NOTES) TO THE EI)C(\ATIONAL INSTITUTION. 

± THE HDLX\ATIONAL INSTITUTION (^OMPLETKS SECTION II (AND WHEN APJM.ICABLE, SEC'LION 
IID. AND RETURNS THE APPLICATION (AND ATTACHED PROMISSORY NOTES) TO THE 
STUDENT WHO SUi;. M.TS THE Ai'PLICATiON (AND ATT A(^HED PROMISSORY NOTESi TO THE 
LENDING LNSTITUTION. 

:j. ' THE L ENDING INSTPI UTION COMPLETES SECTION IV AND FORWARDS l\.r LENDER COPY 
AND THE SCHOOL COPY INTACT TO THE OFFICE OF EDUCATION STUDENT » : PROCESSING 
CENTER FOR COMMITMENT. THE LENDING INSTITUTION RETAINS THE TWO PROMISSORY 
•COTES AND THE STUDENT COPY OF THE APPLICATION UNTIL' THE LOAN IS APPROVED. 
vVHEN THE LOAN Ls AI^PHOVED, ONE (^OPY OF THE PROMISSORY NOTE AND THE STUDENT 
(X)PY OFTHE APPLl(\\T10N MUST P>E PROVIDED TO THE STUDENT. 



STUDENT INSTRUCTIONS 

THE OFFICE < 4^ EDUCWITON DOES NOT WARRANTY OP. VOUCH FOR THE QUAIJTY OR SUITAHILIT Y 
OF THE EDUCATIONAL PROGRAMS OFFERED BY EDUCATIONAL INSTITUTIONS ELIGIBLE T O 
PAR ITCTP A TE IN T H E GUARANTEED STUDENT LOAN' PROGRAM. THE APPLI(\ANT SHOULD USE 
CARE IN SELECTlNrx A SCHOOL. AND SHOULD CAREFULLY EVAiA;ATE HIS/HER ABILITY TO BENE> 
FIT FROM THE PROCiRAMS OFFERED BY THE FDU'CATIONAL INSTITUTION. ^ 



NOTE: Please remove the t'^ppiication from the htxjklet before completion. Review each copy ot the application 
• to insiTe that all inforn,ation is legible. . 



SECTION I 



ITEM 2 Sori.al Security Account Number. 

Read the Privacy Act Notice before com- 
pleting this ^tem. 

ITEM 4 U.S. Citi7,en or National. 

If you chec'ced the "NO'* box, you must 
indicate in the space provided, your Alien 
Number (the "A** nun;b3r oi; your Alien 
Registration Receipt Card(Fo/mI-151)) or 
your "Passport or Alien Registration'* on 
the Form U94. 

Also, holders of Foi n'l 1-94 rr,ust place in the 
space mu;^ed' '*U94 Authority*' in Item 4 
the words "Paroled/' "Refugee,'* or 
"Humanitarian" from the lower rightnand 
corner of criC: 1-94. 

ITEM 5 Legal State Residence! 

,Residrn< y jequi.^emen^s vary from State to 
State. Be certain you meet the require- 
. ' ments of the Sly tc indicated. 



ITEM 6 Major Course of Study. 

If you have not determined vour course of 
study at this time indicate by marking thi*^ 
block "undecided." 

ITEM 7 High School Graduate or Equivalent. 

If you are noi a high school graduaie, 
indicate highest grade completed in ih9 
space provided on t he form. 

ITEMS'S, 9, 10 

THESE ITEMS NEED NOT BE COMt 
PLET'ED IF YOU ARE NOT APPLYiNG 
FOR FEDERAL INTEREST BEN- 
EFITS. IF YO]J ARE NOT APPLYING 
FOR FEDERAL INTEREST BEN- 
EFITS, INDICATE BY WRITING 
^^NOT APPLYING FOR FEDERAL IN- 
TEREST BENEFITS • OV^ER THESE 
ITEMS. 



STUDENT INSTRUCTIVE NS 
(C^ONTINUED ON NEXT \ AGE) 



ERIC 



.0 



I.I 



.25 



j|| 2_8 

iiiH 



\\M 

Z2 
2.0 



1 1.8 
1-4 III 1.6 



STl'DENT INSTHl i i IONS (CONTINUKI)) 
KKDKHA) IN KKHHST BKNKFrrs 

Any student whust* adjusted fiUTiiiy income is less than 
$25,000 will automatically (lualifv for Federal interest 
benefits. Students with adjusted family incomes of 
$-jr),(MM) or greater applying for Federal interest ben- 
efits ur loans of an> amount must submit t(j an 
analysis f need to be performed by the school. NOTK: 
if the stui. fnt plans to attend a foreign school, he/she 
should contact the lender for instructions regarding 
performance of the analysis of need. 

For those studetns eligible for Federal interest ben- 
tfits. the F'ederal government will pay to the lender 
the to^al interest due prior to the beginning of the 
repayment period. Students not eligible for Federal 
intere.st benefits or not wishing to disclose necessary 
financial data required for determining eligibility, 
may still apply for a loan but must make arrange- 
ments with the lender for payment of the interest that 
accrues on the loan balance prior to the repayment 
|)enod. During the repayment period all borrowers 
will be respon.sible for total interest charges. If the 
student qualified for Federal interest benefits while in 
school, he/she is also eligible for these benefits during 
any period of authorized deferment. 

Student.s must qualify for Fede.^al interei:t benefits at' 
the time of application for each loan. Future changes 
in income will not affect the student s eligibility for 
Federal interest benefits on this loan. 

ITEM 10 Adjusted (iross Income. 

All persons whose incomes are reported (as 
determined in Items 8 and 9} must u.se 
income figures from the rmmedia.tely 
preceding tax year. If the Federal Income 
Ta.x Return for the immediately preceding 
tax year has not yet he< n filed for any in: 
come reported on this st.Uement. the com- 
putation on this statement and any Federal ' 
interest benefits' received are subject to 
adjustment on the basis of income figures'" 
that are actually reported. The studerft 
borrower must immedifjtely report to the 
lender any differences in such later report- 
ed/igures which produce amounts in excess ' 
^)f those reported on this form. 

Income earned abroad by any individual 
whose income is "NOT .subject to taxation 
imder the Internal Revenue Code due to 
' the fact that such individuals are U.S. 
citizens living abroad, .shall be computed in 
the .same manner as though it were taxable. 
Income of non-re.sident aliens or income of 
residents of Puerto Rico shall be treated as 
provided for in instructions made available 
through the lender. 

ITP:M 1 1 Number of Applicant s Dependents. 

Indicate the total number of persons within 
ycur household who are dependent upon 
you for support. 

ITKM 12 Period of Loan. 

Indicate by date the period for which this 
loan is to be used. These dates should 



coincide with a .school jK^riod (e.g. .semester, 
trimester, quarter, academic year, etc.) but 
nnist not exceed an academic yeai. > 

ITEM 13 Amount Re(|uested. 

Fnier the rnininuim amount necessars* to 
^ meet your educational costs. 

ITEMS 14-21 . • 

Signatures. 

You are required to .sigu this application in 
the presence of a notary public or other 
person legally authorized to^administer 
oaths or affirmations, who must also sign 
the form. 

Your spouse and/or parents must sign the 
application if their incomes are required in 
ITEM 10. All Social Security Account 
numbers mu.^t be entered for those persons 
signing ITEMS 16, 18, and 20 on the ap- 
plication. All persons signing the applica> 
tion should read the Privacy Act notice 
located on the inside front cover. 

When the application is approved by the 
Office of Education, the applicant will Be 
required to sign the Promissory Notes and 
the statement of Student Rights and Re- 
sponsibilities on the reverse side of the 
lender's copy of the Promissory Note. 
NOTE: Lenders operating under the 
Escrow Disbursement System may require 
the Promissory Notes to be signed ,^at the 
time of application. 

ITEMS 49-54 fON RKVKR.SE OF 1,KNM)KR COPY) . 
Background information. o 
THIS INFORMATION MUST BE COM- 
PLETED BEFORE THE APPLICA- 
TION CAN BE PROCESSED. 

ITEM 49 Perjiianent Home Re.sidence Addre.s.s. 

Your permanent addre.ss and .telephone 
number are entered with street number, 
RFD, or general delivery, as appropriate. A 
temporary .school yr military' addre.ss is not 
acceptable. ^ • ' 

ITFIM 50 Temporary School K-.sidence Address. 

The current iddr«?ss ;U which cq^rrespond- 
ence fro;:, the (nfic/ of Education, .school, 
or leiKiiK .n^ y b.- rc(eived. If the same as 
ITEN'i in in.li.:;;e by writing **.same a.s 
above." 

rrEM 52 Indebtedness. • 

If additional .space is needed, continue in 
the space marked ".Additional Infonna- 
' tion". ' 

ITEMS 53-54 . - 

^ames and Addres.ses of Rarents. 
If the namej^'jire other than tho.se of par- 
ents, list incjividuals who will coritinue to 
be aware of your location. Indicate the'' 
, ' relationship of tho.se individuals listed if 
' , other thjjin parent.s. 

4 
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_&TUDENT APPLICATION FOR A FEDERAL INSURED LOA^ 



w)\rnim: 



lSSUBJaTTOPKNALTl>>^\\'HiCH MAY INfll'DF FINES AND 



SEfrlON 1 - TO BE COMPLET ED BY STUDENT 'IMPORTANT- RKAD INSTHIK-Tiote mv rnMPi ;;ttvt 



1 USTNAMK-FlkSTNAMR-MIODj.KJNlTlAl, 



5. LWIALSTATR 
HtSIDKNCK 



« MAJOKCOliRSEOFirrUDV 



.SOCIAL SECURITY NUMRtK 



3. IIIKTHDATH , 
MONTH . HAY YKAH 



r HIGH SCHOflLC.KAlU'ATK OH KqillVALliNT 

<nYKS[] \m\t^mmmmm). 



K HAVK You \m\S(', TIIK PHKCKDINi; n months iAi KKSIUKD WITK nti nm ci amLMMi: 7 

mmm foh mmi incomk tax puh ^ by ) b?^ 

AMOUNT IN im.^^ $600 FROM DNKOR B(mi OF TOrARIlN^^ ' 



IIIYKSQ 



COMIimANDSK.NTHlSSTATKMl'.NTUF AlUUSTKI) FAMILY INUOMK. 



4 USriTlZFNOHNATlONAL 
IIIYKSQ . i'Dmr] 



ALIEN Nl'MBKR^ 
l*MAl!THO!iITY 



!; 1[;MARRIKI). ARK YOU LEGALLY SHI'ARATKD.ORHAVKYOlfFORTIIFI'RFCFDIN'n 1" 
MONTHS RRKNUVlNr-Al'ARTFilOMYOUHSI'OUSE^ ^ni ruiwirri (t^A,MJ|^[, i. 



(DYERQ 



(2)N0[] 



MCNTHK.STATKMKNTQFADJUSTKl/rAMlLYINrOMK ^^muAr.A^iu 



Vii!)ini(mml I 



Lf>ANC()MMlTMKNTKJ(l1RF;S0N 
DATKSlKnVNINr'-'M.'iM?! 



A FATHKR1 



MOTHKRt 



B. STUDENT) 



SI'OUSKJ 



r. TOTAL AlUUSTOdROSS INCOM E. (ADD LINKS lOA AND 
0 KNTKHlOl'KRCENTOFMNKlOC 



F.KNTKRTOTALOFLINF^SIOD^NDIOK 



(^ Aix^(l^Tf:lJ family incomk isu btkact link kiffhom unk 




K.-KNTKRTHKTin'AIJHIIiAHAM()t:NTOFI'KltS<lSAI.KXK\llTI(iNS(U|MKl)l)NTAA 



□ IHKHmAlTH.m,ZKTHKK(,.;^ATU.NAIANSTITrTI(,NT.,MAKKRf:F.:NI.S|,,.K«KT,,THn,^ 



AI-mCANT ^IIST COMPLHTH INFOHMATION ON THH VKKSE SIDH OF THE ORIdlNAI, II.KND^R COPY, HHFORK APPl.ir.T.nv r.. ,„.,n.c.n 



14, SIGN ATURK OF APPLICANT {MUST BE NOTARlZEDl 



15. ilATK , 



ih.sk;nati!KK()Fkathkr 



bl« FATHER-SSOCIALSKCURm- NUMHWl 



16, SIGNATUIIK OF SPOUSE 



17, SPOUSK'SSOriALSECdRITYNUMBKR 



m SlGNATUIiKOFMOTHKR 



21. MOTIIKij'SSnciALSKCURiK NUMBER 



Siil»srnN and jworn bv student before m this 
— day of. 



1H« 



SKAL 



Nnlary Piih!i(' 



Nf'torvjs Addni^'i 



MyConifiiissnin Kx|nfi's 



Ualr 



ERIC 
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M mm 

t)ATK 


A. 


KKINSTKirrillNS) 

H. 

.. . I 


{\ 


AMOllffT 

: 


r 







SECTION il AND IIU TO BE GQMPIilTED BY THKKDUeATIQNAUNSTm^^^^^ 

'NAMKOHHDITATinNAl.lN^Tl'nTliiN \ " 



AinmKss 



(ITV 



SIATK 



INDICATKlKNCIHllNAfAIiKMlC 
YKAIWtdFn'imKSTHlJK-.KAMOK - -,. , , , 
STi:i)Y '1 'A 



\S\ ;r V 



.11 THIS LOAM?; FDH WHICH ACADKMH 
yKAH(lFTHKn'Hi{KNTl'K(K;l{AM / 



1 HKI^ MIY rKPTlPY TflAT'FHK ABdVK STUDKNT 
IS AC Km:i) F()|{ KNKdI.I.MKNT Oli IS KN- 
KOilKI) IN cool) STAMHNi; AN!) IS MaKINII 
SATISFAITOkY I'KOCHKSS IN A I'HiHilUM |)K. 
TKIIMINKH TO liK \\\m\\\ R)H THH IH'AHAN. 
m\) STIDKMI.OANI'HOCHAM ANIVIItAT 
TIIK .SITDKNT DOHS NDT OWK A li^lFfNI) ON 
(illANTS I'HKVIOI'SI.V KKl'KIVKD AT THIS IN. 

>TiirTi(iNi'NnKiiTrrii;iV(inm:Hi(iiiKii 
i;iiirATios ArroKriK', asamf:ni)KI),()H Is 

NOT IN UKFAI'I.T ON ANY \m FHllM A 
STl'MKNT LOAN MAD AT THIS INSrrrtI ION 
iWIDKI] K(l|{ IN I'AHT K OF THK AHdVK 
NAMKtt A(T, Oil A ir.AN MAlif; VNOKH TIIK 
lifAllASTKH) SITDKNT U)AN I'HO^iltAM Koi{ 
ATTKNIUNrK AT THIS INSTITIITION I 
MTHTIKH CKHTIFY.TilAT THK INFOHMATION 
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SECTION IV . LENDER INSTRUCTJONS 



I 



The Equal Credit Opportunity Act of 1975 (ECOA) pro\id« that lenders must 
inform loan applicants, at the time of appliciition, of the supervisory agency .that 
oyersi-w that lender's operations. The ECOA Notice located on the inside front 
cover of this bookie! provides a space for lenders to indicatoklhis information. 
'Slate chartered member bank.s may indicate the Federal Reserve ,Sy,stem (A) as 
their monitoring agency for purposes of the Federal Insured Student Loan 
['rogram. 

The lender should review the application for completeness including certification 
of the borrower's signature by a notary public or other person authorized to 
administer oath.- or aflirinaiions, ITEMS ^il-S-l^abuve must be completed before 
this applibtioii can be proces.si'd, Studenis not applying for Federa l interest 
iieneiilsne ed lioi complete ITEiilS K, I), or II). 

, • • t 

The lender mii,<t compleie Seciii.n IV, The Lender and School copies of the 
applintiion musi then be submitted to the Oftice of Education Stiideni Loan 
\':mm« (Vitter for the insiiraijce conimitmeni. When the loan is approved, a 
c(.py of the pri)mi,<,s(iry mite and the Student f npy of the application must be 
provided to the siudem. 

1 ^ ■ 

The Disclosure of Finance Charges (OE 1200) has been incorporated in the 
promissory notf . thereby eliminating that form. However, it is essential that OE 
form 1201 (of olh' r acceptable disclosure notice) be properly executed when the 
loan goes ijjtb repayment • - ' 

Except fo; Ifenders holding comprehensive certif.cates of insurance or expressly 

approved by th(? Commissioner of Education s designee, the disbursement of 

fu!idsmust not be made until the original copy (LenderOopy) of this application 

is returned to the lender with the insurance commitmjint stamped in the upper 

right-hand corner. Disbursements should be reported to the Office of Education 

on the Lender Manifest (OE 1151). 

■ , i 

Disbursements must be made by check payable to the order and requiring the 
end.jrsement of the student, In addition, disbursements may not be majle after 
expiration of the Idan period (the last date in ITEM 29) without-the ijproval 
of the Office pf Guaranteed Student Loans. 



ITEM 42 Entity Number.. . 

This number consists of the nine-digit Employer Identification- 
Number assigned to the lender by the Internal Revenue Service with 
a one-digil, prefix (alwaysjl) and a two-digit suffix (indicating 
different branches or otkr firganizational units). If the lending 
institution official is not aware of the Entity Number, he/she should. 
. contact the nearest Office of Education regional office. . 

'ITEM 43 LendeLCode.; . ' 

All eligible lendmg institutions have been assigned a six-digitiender 
code wliich must be entered here. When the Endty Number system 
has been fully implemenieij, ihe Lender Code will no longer be 
, requested. ^ 

ITEM 45 ■ Amount' Lender Approves. 

The total amount approved litem 45C) must not exceed the le^^er of 
the amounts in Item 13 (Amount Requested) or item 38 (Net Cost of 
, Education) within statutory limils, Statutory limits vary for type of 
lender and year of study, For specifiig information, please check the 
Lender Manual , • ' ■ ' 

Ifltem lOG (Adjusted Family Income) is less than $25,000, the full 
'amount of .the loan is eligible for Federal interest benefits. If Item 
lOG is $25^000 or more, check Item 37B (Interest Benefits Eligibilit)^ 
Jor the amount^f the loan eligible for Federal interest be^iefits, If the 
[ lender feels the arf.-j^nt in Item 37B should be increased, he/she may 
V approve Federal -^'h^^' OMefits for an amount larger than that in 
Item 37B, howevei, lender must justify the increaee^in the'' 
Additional Information box on the reverse of the Lender Copy. 



i 



SCHOOL INSTRUCTIONS 



• 



I 

0 



SECTION II 



The financial aid officer, or other authorized school official completes 
■ Section II (and when applicalle, Section III), and returnsall copies .-if the 
application (and tk attached promissory notes) to the student for 
transmittal to the lender. 



The function of the educational institution in connection with a student's 
application fora loan eder the Federal Insured Student Loan Program 
IS to det'ermine: (a) that the student is enrolled in good standing and 
making satisfactory progress or accepted for enrollment 'A program 
determined to be eligible under the Guaranteed Student Loan Program. 
(b)'the estimated cost for education expenses, (c) the student's financial 
aid from other sources, (d) the recommehded loan amount, a d (e) in 
som^ case^'the' appropriate disbursement schedule for that particular 
course of study. 



rFEM22 Entity Number. 

This number consists of the nine-digit'Eraployer Identifica- 
tion Number issued to the school by the lnternal Rwenge 
Service --ith a one-digit prefix (always 1) and a two-digit 
suffix (indicating different campuses). If the educational 
institution official isnot aware of the Entity Number, he/she 
should contact the nearest Office of Education regional 
office. 



ITEM 23 School Code. 

^ All eligible educational institutions have been assigned a 
six-digit code number which must be entered here. When the 
Entity Number system (ITEM 22) has been fully im- 
plemented, the School Code will no longer be requested. 



ERIC 



,202 



ITEM 32 Indicate the Number of Academic Periods. 

Indicate the normal number of academic periods (i.e. 
quarters, semesters, trimesters, etc.) which occur in ap 
academic year for this specific ciirriculura.' ■ 



ITEM 3,3 Mark Each Academic Period Covered. 

Indicate by marking one or more of the blocks which 
^ designate specific academic periods (example: loan is for fi-fst 
two quarters, mark blocks designated 1st and. 2nd). 



ITEM .34 Disbursement Schedule. ' 

Ail schools are encouraged to recommend a disbursemeiil^^ 
schedule. 



ITEM 35 Estimated Costs of Education: 

The school's average cost for all students may be used in lieu 
of individual estimates in determining the cost of education. 



fTEM36'' Financial Aid., 

Indicate all financial assistance awarded to this student. Do 
not list financial assistance for which the student has applied 
but has not yet been awarded. / 



/ 



2'J3 



I 

0 



ITEM 25 Student Status. 

The applicant must k enrolled on at least a halMinie basis 
(as determined by the sdhool) to be eligible for a loan. 



ITEM 26 -* Student Classification. 

This information is requested to determine applicant's loan 
• maximums. 



ITEM 27 Anticipated Date I 
The anticipated 
" .f . ing the insurant 
without regard 
other institutions. 



\sary in calculat- 
aid bdetermined 
liiture attendance at 



ITEM 28 Academic Year. , ' 

. Indicate by month/year'the normal period required to 
complete one academic )!m of study in this particular 
curriculum: . ^ 



/ 



ITEM 29 Period of Loan. ' 
Use^the dates indicated in ITEM 12'as a guide in completing 
this block; If the ITEM 12 dat^ do not coincide exactly with 
an academic period, (e,g. semester^ trimester, quarter, 
academic year, etc.) adjust them in Item 29 to coincide with 
the closest actual academic periodfs). 



ITEM 30 " Indicate Length of Program of Study. 

This information must be based solely on the applicant's 
pK'^tp'am of study at th? ii^stitution he/she is now attending 
or is accepted to attend. Do not include time for programs 
beyond the current degree or certificate pr^jgran, even 
' thbughihe applicant may plan such further study. 



ITEM 31 Loan is For Which Academic Year. 

Indicate the year of the current Program of Study in which 
the applicant is now enrolled for which he/she Is seeking a 
loan (even though the loan may not cover, a complete 



ERLC 
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SECTION II! 



NEEDS ANALYSIS 

No assesvsmenl of the ability of the student or the parents to meet the cost, 
of education is to be made unless the student is applying for Federal 
interest benefits and the adjusted family in^iome (ITEM lOG) is $25,000 
or more. 



IT' imputed Support, . 

determining the expecteJ family contribution, schools ^ 
may use methods approved by the Commissioner of Educa- 
tion for other Federally supported linancial aid programs, 
EXCEPT THOSy DEVELOPED FOR THE BASIC 
EDUCATIONAL OPPORTUNITY GRANT PROGRAM. 
Methods most frequently used are: Alternate Income Sys- 
tem (AIS), the American College Testing Program System 
(ACT), the College Scholarsbjp ^^^^^^ 
Income Tax System (ITS). Other methods may be used if 
they produce results, which on the whole, are similar to those 
which would be produced by the systems* m'entioned abov^ 
Those persons whos^ incomes ire reported in Item 10 
(Adjusted Gross Income) must be considered in computing 
support through Needs Analysis. ' 



The individual circumstances of the borrower should be 
(onsidered in determining the family contribution. Indicate 
in ITEM 37(A)'(3) the following number codes for reasons 
used in reducing the amount of computed family support: (1) 
reduction in income, (2) death or disability of wage earner, (3) 
loss of job, (4) unanticipated medical or other extraordinary 
expenses, (5) non-liquid assets (e.g, home equity), (6) cannot 
meet expected contribution from income, (7) other. If code 
"7" is used, briefly indicate the basis for this reason in the 
Additional Information" area oi^ the reverse side of the 
Lender Copy of this application, 
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rKOMISSOKV NOTK 
FKDKKAI. INsrKKDSTl'DKN'I' LOAN PH()( ; -V M (:>(i I'.S.r. HiTi h sni) 



iTn.s <J.M«« n«-r!<J ntil b«> >»' 
<.iij«J«;fJ i( i( IS (h»« vjJf^'e <i«> I hi: 
d<tlf< rif the Ir^nvx l>r>ii ) 



MA I K KINAM KrilAlt(;h> 



AMOI NT KiNAM Mil 



ANNUAL PERCENTAGE RATE- 



/.I PHIOH ro BEGINNING OF P^PAV ' 
Mf NT PERIOD 



AWOUNf OP I OAN 



B( DOMING REPAYMtNr PEKlUL) 



. hiTciiurftiT calU'd llu- "inakfr." pnuiiist' Kj pay to 



lic-rfinatltT railed the •IfudiT.'" hicatt-d a( 



thr sum of 



-to the I'xtunt it is 



advanced to me plus simple interest at tlw rate ol p,rc.nt per ann^.n^ on thu outstanding halanrc ol surh sum and au(hori/tMl lat. cIvuiK.s 

^ Lrnl""* .? ^rr^' " ' ''''^ "^^^•^•^^^•^>' ^"H-non of any amount not paid when <!u.. Th. I n I w • , • n 

attempt to collect from the borross, - of the interest which ispayahle by ilu- U. S. Government <»r hy an escrow a^ent 

The maker and lender further 



•hat: 

m^' under Tit lu iy. Part H .)f the Higher Education Act of l<)f>r,. as amended, hereinafter ralN-d tK« 
r. .Such terms nt this noteasare subject to interpretation shall hcc .mstrucd in the li«ht of the .-/ct and " 
^nch Act. a copy ot which is on file with the lender. ' f 



_mon( lis 



!. The lender h.as applied f(j( 
"Act," on all sums advanced ; 
the FEDERAL RP:(;ULAT1()N 

»^'o»^«tandinM principal, and imerest, shall he made over a period ( 
a ter thedate.on which the maker ceases tocarry.atan -elit^ibk-nstitution" at UiJfn-one-half the normal full-time academic work load as<letermined hv 
rp™n T"nH h^^ T^i^l'^^^ ^ P^'""^ '^''^^ ^'"'l ""^ 1^'^ ^^an fiv^- nor more than ten veai s d'U^^^^^^^^^^^^^^ 

TIOrThp^?nl,.r . Arr""] 'u' P^*"»^^ ^'1^^"^ " ^no'-^* than 15 years from the date of exc<- ,ti<,n of his iTc KXCE 1^ 

Lh H*J«^ K ^^-""'c u'""^ '"^'"^^ ^^•""'^ preceding the start of the repayment peri^.d inav aJree t< rrei av^^^^^^^^^^^ 

penod tha beginssooneror is of shorter duration, provided that, inthe event that the maker has requested and ohta ned a .i i avn^^^^^^^ < f AVh'. 

fiveye^ars. he may at any time, pnor to the total repayme.u of the loan, have the repavnient period Jxten<l,e<l s<, that e n u repa n^^ 



than .five years, Interest shalh accrue during the 'i)eriod prior to the commer 



, . , . 1 period is not less 

K<i n«iH r^ll^^«r, fko* ^ ■ A c J' u ■ '7'V," ^ ^w,,...,encentent of repayment period hut at the option of th»* lender need not 

be paid dunng thai penod. Siich accrued interest shall, at the commencement of the repayment period be added to and bec( me a oirt of ihl 

^ Kr^l'T'""' '^' ^T- R*^^'"'^'^?*^"' "^»'V"^'''^'' ''-'^'^ 't^^*^^-"- -hall be made in p Ticnlic instXJ, ts 

he terms of a separate instrument which sha 1 be subject to the terms of this note and which the borrower agrees to exe ut ^ rio^ m^^^^^^^ 
the repa; ment penod; or (2) a repayment scbwlide established hv the lender prior to the ( - ■ ' io< omnunumint ol 

a part^f this not^. 



commencement of t-lie rei)ayment fK'riod which will he made 



IV. Maker authorizes the lender to disburse the proceeds of this note to an escrow agent, on behalf of the maker for redisbursement to the maker in 
■TZZT. ""''^ instructions K^.««^ by the Commissioner. Lender will not attempt to collect from the maker suth n s^Zl as h.^ f 

dusbursed to an escrow agent accciiTnt hut not redisburs<>d by the escrow agent to or on behalf of the maker. ' 

V. This note is subject also to the following conditions: 

surh^ilT«!mpnrfr^ "l^'" u^lrv!!""'^ "^"1"''^ penalt y prepay all or any part of the principal plus the accrued interest at anv time In the event of 
such prepayment, the maker shall be entitled to rebate of unearned interest computed bv □ the Sum of Digits Formula (rule of THthV^n 
(identify )__ . • lj 

whiih >h!'l^L' ^"«^«""»^P^ of principal need not be paid, but interest shall accrue and be payable. (accor<ling to regulations) during anv pi-riod (A) in 
nrn^.l ""^L^ u"7^'"J?' eligible institution, a full-time academic load, or is pursuing a course of study pursuant to a^admi^nowsh 
5 X^.P^T-^^ ^- Commissioner. IB) not in excels of three years during which the maker is a member'orthe rrme7Ffrces of th^^^ 
! th?;ln .2ft ? fh '"^^ V ^hich the maker is in .service as a full-time volunteer under the Domesti<. Vo unt eT' Ser^ce Ac of ol 

nr E) n i^LnP^ nMhr!:' " ^^""u * '''r'''' "^'^^'^'^'^ months, during which the maker is seeking and unable to find fuT^-time em^^^^^^^^^ 

^ i\ a JP' ^^^ ""^-^^"^ l^^"^ ^" "^rT^ maker serves as a volunteer under tl^e Peace Corps Act. Anv period described in A B C D or K shaM no 
^"eluded in determining the penod during wTtich rep^vvment must lie made. aescnoen in a, ». u. or shall not 

(3) Notwithstanding the minimum repayment period set forth in paragraph II. the total aggregate annual payment bv a maker during anv 
year of the repayment penod on al loans insured under the Act to the maker shall not. unles.s otherwi^ agreed to bv lende^ar^d maker be e^^thanVjHO 
tntll nnmh"'^''^ '"^^^ P'"' "'^'""^ ^"1*^^"'*'' whichever is les.s. except that if a husband and wife both" hLe outsta^dln^in^^^^^^^^^ b^s th^ 

shaVt\^Vp*'nm5^n^''^ ?h^'l"^V" """^^ ""!^"^!!' when due'hereunder, the entire unpaid indebtedness including interest due and accrued thereon 
shall at the option of the lender or any other holder of this note become immediately due and payable. "< trueu mereon 

regulMions W Co^SneT' " ""P"'' indebtedness on this note shall l>e canceled pursuant to 

leaat^hBl^Um^^^^^^^^ ""''^^'^ the lender or any other holder of this note in- writing of any change or changes in his address or his status as at 

after the^/Jue^date*'^''"^ ^ "'^ installment payrnent'or $.5.0<). whichever is less, may be charge<l on any i^ayment made later than 10 days 

SIGNATURE 



J^IGNATURE 



ADOHESS 



ADDRKSS 



OATK 



DATE 



nn^jQ^oJli^ note shal be execii ed wuhout secunty and withmit endorsement . except that, if the maker is a min^r and this note would not " 
under State law, create a binding obligation. en<lon>ement may be required. Th e lender shall supply a copy oflihis note to the niaker * 
OR FORM 1164, 4/77 ~~ ~ ■ ? 
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STATEMENT OF BORROWER'S RIGHTS AND RESPONSIBILITIES 

BORROWER RIGHTS 

1. The loan check must he made payahle to the horrower ami recjuire his/hei* (Mulorsement. 

2. If the lender transfers (e,g, sells) the loan and the ri^ht to receive payments, the horrower must he sent a clear no- 
tification which spells out the horrower's ohligations to the new holder. 

;3. Borrowers have a right to Federal interest henefits. if (jualified. For wow information ahout interest benefits, 
cheok the instruction section of the application. 

4. Lenders must provide the borrower with a copy of thu completed promissory note. 

if 

'). Borrowers have a right to a 9 to 12 month "grace period" before repayment be};ins after the horrower has left school or 
is attending School less than half-time. The ex^'t length of this perickl i^ indicated by the lender on the promissory note. 

f-). Borrower;? hnvv :\ ri!>:h' ■ r the loan without penaltv T^i ' in-ruvcr ;nay. ;jt any time, pay the loan balance and 

anv intere^i' ' * ^n^vd a f)enalty by th • « 



7. 'BorV()\..i.> . . .i- a n^hi ( .MicteimtMU of repayment l . l;,M^u^^(■^ .r re(juiivd to make pav^"''nt- 
the loan principal for a period of time. The conditions that tiuality a borrower leu u ternu*nt are listed in i»yn v 
on the promissory note. Also, if the borrdwer qualified for Federal interest benefits while in school, he/she will not be 
required to pay interest on the loan during the deferment period. 

8. Borrowers may request forbearance. If the borrower cannot meet his/her repayment .schedule,, he/she may 
request forbearance 'from the lender, under which the payments may he reduced for a specified period of time if it • 
will as.sist the borrower in avoiding default. , 

9 The loan obligation will be canceled in the event of death or permanent and total di.sability. THIS LOAN CAN- 
NOT BE CANCELED OR ''FORGIVEN" FOR DUTY IN THE MILITARY.SEHVICE OR FOR TEACHING IN 
SHORTAGE AREAS. 

BORROWER RESPONSIBILITIES * — 

1. The borrower must use care in choosing a school, All .schools must provide informati^)n to prospective students 
about the schooFs programs and performance. Borrowers .should consider this information carefully before deciding 
to attend a school. . • ' \ 

2. The borrower must arrange with the lender to pay the interest on the loan if he/she does not qualify for Federal 
interest .benefits. Interest benefits' are explained in the instruction .section of the application hooklet. 

3. The. borrower must notify the lender if any of the following occurs before the loan is repaid. • 

A. graduation ' ' 

B. withdrawal from schrtTol or less than half-time attendance 

C. changes of address : ' ' ' i . 

4. The borrower should notify the lender if any of the following occurs before the loan is repaid. 

A. name changes (e.g.. maiden name to married name) ^ 

B. ' transfers to other schools ^ 

<f • 

5. The borrower must repay the loan in accordance with the repayment schedule. More detailed information alj^out fche 
repayment terms is listed in Sections U and V of the promissory note. 

6. The borrower must notify the lender of any occurrence which may affect the borrower s eligibility for a deferment if 
theborro\KerisunderdeferfTient of repayment. ' " ^ 

By my signature below I CERTIFY that I have read and discussed my rights and rt'^iMmsibilities listed above with the 
lender. . » . » 



SIGNATURE OF BORROWER DATE 



2'f/ 
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RIMINAL PENALTIES 



.3 
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ia) ANY PERSON WHO KNOWINGLY AND WILLFULLY 
EMBEZZLES, MISAPPLIES, STEALS, OR OBTAINS BY 
FRAUD, FALSE STATEMENT, OR FORGERY ANY 
FUNDS, ASSETS, OR PROPERTY PROVIDED OR IN- 
SURED, UNDER THIS PART SHALL BE FINED NOT 
MORE THAN $10,000 OR IMPRISONED FOR NOT MORE 
THAN FIVE YEARS,.OR BOTH; BUT IF THE AM04JNT SO • 
EMBEZZLED, MISAPPLIED, feTOLEN OR OBTAINED BY 
FRAUD, FALSE STATEMENT OR FORGERY DOES NOT 
EXCEED ^200, THE FINE SHALL BE NOT MORE THAN 
$1,000 AND IMPRISONMENT SHALL NOT EXCEED ONE 
YEAR, OR BOTH. , • 



c 
o 



c 
a 

? o 

o 
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7% Repayment Schedule 



Number of Months to Repay 



REGULAR MONTHLY PAYMENT 





9 


18 


28 


38 


48 


60 


72 


86 


99 


^6 


, 120 


FINAL 
iMYMKNT 


inth:rp:st 

AMOUNT 


TOTAL OF^ 
PAYMENTS 


250 


30 






















17.38 


7.38 


257.38 


500 




30 


















, f 


18.27 


28.27 


528.2Z 


750 






30 


















5.28 


65.28 


815.28 


1000 








30 
















8.00 


.118,00 


^,118.00 


1250 










30 














27.00 


187.00 


(437.00 


1500 












30 












12.90 


282.90 


1,782.90 


-4750- 














-30 










24.25 


404.25 


2,154.25 


2000 
















30 








.48 


550.48 


2,550.48 


2250 


















30 






29.66 


719.66 


2,969.66 ' 


2500 




















30 




8.93 


958.93 


3,458.93 


2750 


' r 




















:iL93 


31.96 


1,081.63 


3,831.63 


3000 






















MM 


34.00 


1,179.96 


4,179.96 


3250 
























37.23 


1,278.29 


4,528.29 


3500 






















40.64 


40.46 - 


1,376.62 


4,876.62 


3750 






















43.55 ^ 


42.50 


1,474.95 


5,224.95 


4000 






















.46.45 


45.73 


1,573.28 - 


5,573.28 


4250 






















49.35 


. 48.96 


1,671.61. 


5;.&21.61 


4500- 






















52.25 


52.19, 


1,769.94 


6,269.94 


4750 






















55.16 


54.23 * 


1,868.27 


6,618i7 


5000 






















58.06 


57.46 


1.966.60 


6,966^^5C 
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